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' Chlef, Records }anagement auf’f '

Mapositﬁ.cn of Contract Bmployees Persomnel Follers

' request we have secured the concurrence af Mr.
Executive Officer, Office of Personnel $8 the
tion of contract employees persommel folders

' . accurmlated by DD/P.

Dascription:
i

Consists of efficisl perzomnel folders containing coples

of papers which document the employees services with the
Agency on a contract basis. PFolders contain signed coples
of persomal services contracts, smendments, if any, persomal
identifying data as, nane, date of bim’ m, mf-ﬁ,
etc,., letters of instruction signed by the employee apd case
officer, security clearances, secrecy agreements, training
and cover notices, pey instructions, applicable cables,
excerpts from dispatches, report of medical evaluation

{1f applicsble), meworandum copy of notice of termination

of contract, and other support papers as necessary. File
maintained alphabetically,

Disposition Instructions

Temporary. Upon termimation of employee's services screen
and destroy duplicate materials, place folder in inactive
file; cut off inactive file at end of each calendar year :
and trensfer to Records Center one year later; (1) Destroy
at Hecords Center 75 years efter birth of employee or &0
years after date of earliest document in folder if date

of birth not available, yprovided ewployee has been separated
or retired for at least 5 years or (2) destroy 5 years after
death of employee, whichever is sooner.

Approved For Release 2OOSISEﬁRﬁIA-RDP78-OO487AOOO100260001-4




Item

T2

85

98

99
100

103
112

113 -

122
123

131
132

145
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New Items - Office of Personnel - Records Control Schedule
Schedule 40-57

Office of The Director

Title

Review Board Files
Ewployee Locator File

Selection Staff

Biographic Profile Records

Personnel Procurement Division-Office of The Chief

Employee Record Card File

3

Specialized Recruitment
Branch

Clerical Source Card File
Lead/Source Index

Lead/Source Locator Index

J.0.T. Recruitwment Activity File
Statistical Machine Listings
Personnel Folder Log

Clerical Recruitment
Branch

Cost Analysis File
Statistical Machine Listings

Departmental Recruitment
Branch

Cost Analysis File
Statlstical Machine Listings

Pergonnel Assignment Division-Office of the Chief

Selective Service File
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191
192

203

332

345

35k

291

384

3
*
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Clandestine Services
Branch

Personnel Folder File
Career Service Record Card File

Clerical Placement
Branch

Employee Summary Worksheet Piles

Records And Services Division

Central Processing
Branch

Domestic Travel Account File

Statistical Reporting
Branch

Personnel Action File

Trangsaction And Records
Branch

Personnel Folder Loan Request File

Pogition Evaluation Division

Clandestine Services
Branch

Position Evaluation Officers Working File

Intelligence Branch

Note: This Branch is a split-off from
the former Overt Branch. Itews are likewise
parts of the original files of the Overt Branch.

Contract Personnel Division

Special Contracting
Branch

Administrative Plans File
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Changes in Item Numbers
Office of Personnel Records Control Schedule

Schedule 40-56 Schedule 40-57
1 1
2 2
3 1
L Discontinued
5 4
6 5
7 6
8 T
9 8
10 9
11 10
12 13
13 11
14 13
15 1k
16 302
17 303
18 Discontinued
19 304
20 305
21 306
22 307
23 308
24 15
25 16
26 Discontinued
27 17
28 18
29 19
30 20
31 21
32 Discontinued
33 Discontinued
3k Discontinued
35 22
36 36a,
37 Discontinued
38 37
39 39
) 4o
41 Discontinued
ko
)_,_3 24-5
hy 46
b5 b7
k6 48
L7 Discontinued
48 L9
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Schedule 40-56 (continued)

k9
50

Schedule 40-57 (continued)

.50

66

66

66

67

68

69

T0

yan

T3

5
Discontinued
75

76

7

78

79

80

36b
Discontinued
38
Discontinued
Discontinued
Transferred to OTR.
Discontinued
b3

4o

43

Ll
Discontinued
Discontinued
51

52
Discontinued
53

54

55

56

57

58

59

60

61

62

63

6L

65

23

2L

Discontinued
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Schedule L40-56 (continued) Schedule 40-57 (continued)

99 25
100 26
101 27
102 28
103 29
10k Discontinued
105 Discontinued
106 30
107 31
108 32
109 33
110 _ Discontinued
111 Discontinued
112 34
113 35
11k 81
115 82
116 83
117 Discontinued
118
119 86
120 Discontinued
121 Discontinued
122 Discontinued
123 Discontinued
12k Digcontinued
125 356
126 87
127 88
128 106
129 89
130 90
131 o1
132 92
133 93
134 ol
135 95
136 9%
137 o7
138 102
139 101
140 105
1l 107
1h2 108
143 109
14 110
145 ' 111
146 Discontinued
147 11k
~ 148 115
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Schedule 40-56 (continued) Schedule 40-57 (continued)
1ko 116
150 117
151 118
152 119
153 Discontinued
154 120
155 121
- 156 124
157 125
158 126
159 127
160 Discontinued
161 Discontinued
162 128
163 129
164 130
165 133
166 13k
167 135
168 136
169 Discontinued
170 ~ 137
171 138
172 139
173 1ko
17h 141
175 142
176 143
177 14y
178 146
179 17
180 148
181 149
182 150
183 _ 151
184 Discontinued
185 152
186 Discontinued
187 Discontinued
188 ~ Discontinued
189 153
190 154
191 155
192 156
193 157
194 158
195 159
196 160
197 161
198 162
199 163
200 16k
le
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Schedule No 40-56 (Continued) Schedule 40-57 (Continued)

201 . 165

202 166

203 167

20k Discontinued

205 Discontinued

206 Discontinued

207 Discontinued

208 Discontinued

209 168

210 169

211 170

212 171

213 172

214 173

215 17h

216 175

217 176

218 177

219 178

220 179

221 180

222 181

223 182

224 183

225 184

226 : 185

227 Discontinued

228 186

229 187

230 188

231 Discontinued

232 189

233 190

234 193

235 19k

236 195

237 Discontinued

238 196

239 197

240 198

241 199

242 200

243 201

2hh 202

25 20k

246 205

247 206

248 Discontinued
-5
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Schedule 40-56 (continued) Schedule 40-57 (continued)
249 ' 207
250 208
251 Discontinued
252 209
253 210
254 211
255 212
256 213
257 214
258 , 215
259 216
260 217
261 218
262 219
263 220
26k 221
265 222
266 223
267 22l
263 225
269 226
270 227
271 239
o272 294
273 295
o7h 296
275 297
276 : 298
277 299
278 Discontinued
279 300
280 301
281 ' 352
282 309
283 310
28l 311
285 312
286 313
287 Discontinued
288 314
289 315
290 316
291 219
292 221
293 228
294 229
295 230
296 231
297 232
298 233
-G

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4




Approved For 'ease 2005/11/21 : CI-A-RDP78-00487“0100260001-4

[y

Schedule L40-56 (continued) Schedule 40-57 (continmed)
299 234
300 235
301 236
302 237
303 238
30k Discontinued
305 239
306 ’ 317
308 319
309 320
310 321
311 322
312 323
313 32k
314 325
315 326
316 327
317 328
318 329
319 330
320 331
321 333
322 334
323 ' 335
324 336
325 337
326 339
327 339
328 3ko
329 341
330 3h2
331 343
332 _ 3k
333 346
334 347
335 348
336 : 349
337 350
338 351
339 353.
340 353
341 353
342 o 355
343 356
34 357
345 358
346 . 359
3k7 360
348 361
-7-

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4




Approved For Vase 2005/11/21 : CIA-RDP78-00487‘0100260001-4

Schedule 40-56 (continued) Schedule L40-57 (continued)
349 362
350 . 363
351 364
352 365
353 366
354 367
355 368
356 369
357 370
358 371
359 372
360 240
361 ol
362 oh2
633 2u3
364 Discontinued
365 okl
366 245
367 : 26
368 277
369 278
370 au7
371 Discontinued
372 ou8
373 249
37k 250
375 251
376 ' Discontinued
377 252
378 253
379 254
380 255
381 256
382 257
383 270
384 258
385 Discontinued
386 259
387 260
388 261
389 262
390 ‘ Discontinued
391 263
392 283
393 28L
39} 285
395 286
396 287
397 288
398 289
-8-
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Schedule 40-56 (continued) Schedule 40-57 (continued)

399 . 290
400 292
ko1 293
Loz 26l
403 265
Lok 276
ko5 Discontinued
ko6 ' 279
Lot 280
408 Discontinued
ko9 Discontinued
410 Discontinued
411 282
o : 281
113 , 373
Wl Discontinued
h15 374
6 375
417 376
118 377
k19 Discontinued
420 378
o1 379
hoo Discontinued
423 380
Lok 361
425 382
k26 ' 383
Lot 392
428 Lo2
ko9 Discontinued
430
431
l+32
433
434
435
436
437
438
439
440 Discontimued
395
396
L43 397
Lhl 398
L5 399
L4h6 %00
kh7 L4o1

-9-
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Schedule 40-56 (continued) Schedule 40-57 (conbtinued)

148 %03
Lho Lok
450 Discontinued
451 Discontinued
452 Lol
453 405
L5k 406
455 Lot
456 . ko8
457 ko9
458 . k10
459 lna
460 lno
L61 413
462 Discontinued
463 2
L6k mh
165 415
L66 6
467 W7
468 g
469 1118
470 L2y
471 koo
y72 L23
473 L2k
b7k | k25
475 Y26
476 Lot
b7 428
478 L29
479 430
L80 ’+3l
481 432
482 433
483 434
48y Discontinued
485 L34
486 43h
487 L35
138 436
L89 437
490 Discontinued
ho1 438
492 439
493 440
Lok Lh1
495 NI
- 496 443
’ -10-
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Schedule 40-56 (cOntinued) Schedule 40-57 (continued)

ko7 i
498 445
Lo9 hh6
500 47
501 448
502 . hhg
503 450
504 451
505 452
506 452
507 453
508 45l
509 455
510 456
511 Discontinued
512 L57
513 458
514 Discontinued
515 459
516 460
517 461
518 L62
219 463
520 TN
521 L65
522 . L66
523 467
52h 468
525 469
526 470
227 iyl
528 472
529 473
530 L7k
531 L5
532 76
- 533 LT
534 Discontinued
535 L78
536 Discontinued
237 k79
538 480
539 481
540 482
541 483
542 L84
543 485
5kl 486
545 487
546 1488
54T 489
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Schedule 40-56 (continued) Schedule 40-57 (continued)

548 - 490
549 Lo
550 Loz
551 Discontinued
552 493
- 553 Lok
554 495
555 ko6
556 Lot
557 Complete File Tra sfepred to CI Staff
558 Complete File Transferred to CI Staff
559 Complete File Transferred to CI Staff
560 Discontinued
561 Lo8
562 Discontinued
563 499
564 500
565 ’ 501
566 502
567 503
568 504
569 505
570 Discontinued
571 506
572 507
573 508
57h 509
212 510
576 . 511
5T7 512
578 513
579 51k
580 Discontinued
581 515
582 516
-12-
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; RECORDS MANAGEMENT PROGRAM

@‘ RECORDS CONTROL SCHEDULE
FOR THE

OFFICE OF PERSONNEL
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RECORDS DISPOSITION AUTHGRITY

Records Comtrel Schedule (FBo. 40-5T7) for the
Office of Fersomnel is opproved and suthority
bereby given to ilaplement the disposition in-

structions conteined therein.

Preperstion and Feview:
25X1
ete
25X1
Branch

A (g 1950
Dete)

4‘ v wa v
X «/;f;;i,,;;f ooV

2R
De
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SCHEDULE NO.

_ 40-
- REAPRISvEANTBPRIEHERWd05/11/21 :CIA-ISEGHEP 7A000100260004-4-—>
CONCURRENCE
OFFICE., DIVISION, BRANCH 514 2ﬂ
g H
B3 DATE N ]
Personnel, Office of the Director M;.o//w S/;—W-’Y
E S 1DE AT
IJO.M (TITLE, DESCRIPT’;(;#F ARIRAN"(‘}EQJTC, A;I%NINCLUSIVE DATES ) (C\lljgll_gMIgT.) DISPOSITION INSTRUCTIONS
1 OFFICE SUBJECT FILE
Consists of correspondence, reports, and L.y Permanent. Disposal not authorized.
other papers which document the policy and (Cut off at end of every other year
procedures pertaining to the preparation and and transfer to the Records Center
‘. execution of the Agency's Personnel Manage- 2 years thereafter.)

went Program. File also contains program
material documenting particuviar phases of
personnel management activities and special
briefing material prepared for various
committees. Filed alphabetically by subject).
(1947-1957)

2 TOP SECRET FILE
Consists of correspondence, reports, and 1.0 Dispose of in accordance with disposi-
* other papers classified Top Secret, wain- tion instructions for papers to which
tained in a separate file because of their the TS document relates.

security classificatton. Filed alphabeti-
cally by subject.
(1950-1957)

‘I'H. 3 REVIEW BOARD FILES
Consists of the official record copies of the 1.6 Permanent. Disposal not authorized.
minutes, transeripts and proceedings of the Retain in current files area indefinitely.

Employment Review Board and the Special
Employment Review Board. These Boards are
convened to review, consider, and make re-
commendations on ewployee problem cases.
File also contains case files on those cases
considered by the Boards. Cases are arrangefl
alphabetically by case and minutes are filed
chronologically.

(1952-1956)

FORM NO. 139 USE PREVIOUS . (41)
1 JAN 56 EDITIONS.




ITEM NO.| FILES IDENTIFICATION ) VOLUME DISPOSITION INSTRUCT IONS
¢ Approved For Release 2005/11/21 : CIA- 7A000100260001-4

b PROGRESS REFPORTS FILE _ B

i Consists of semi-annual and annual reports .2 Permanent. Disposal not authorized.
which are submitted to the Director of Retire to Records Center when 2 years
Personnel. These reports document the old.

activities of the Division and Staff
elements of the Office and provide statistics
and information on program requirements for
preparation of the budget. Filed chronolo-
gically by fiscal year.

(1955-1957)

‘ 5. CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing L2 Temporary. Destroy when 3 years old.
correspondence maintained for convenience (Cut off at end of each year; transfer
of reference. Filed chronologically. to Records Center 1 year thereafter.)
(1955-1957)

6 BUDGET AND ALLOTMENT FILE
Consists of the Office copy of budget 2.9 Temporary. Destroy U4 years after
estimates, advice of allotment authoriza- lapse of appropriation. (Cut off
tions, budget analysis and allotment upon lapse of appropriation; destroy
requests, wiscellaneous obligation records, b years thereafter.g

analysis of allotment transactions, and
telated papers. Filed chronologically by

fiscal year.
(1955-1958)
. 7 MACHINE LISTINGS

Consists of wachine listings containing A Temporary. Destroy 2 months after ckse
rosters of authorized Agency positions, of fiscal year involved.
rosters by date of grade, and rosters
arranged alphabetically by nawe used for
reference purposes and in preparation of the
budget. Filed chronologically.

(1957)

Approved For Release 2005/11/21 : CIA-FkDP78-§(L]87A000100260001-4

X i se 1398 000000 RECORDS CONTROL SCHEDULE - CONTINUATION SHEET ' o




ITEM NO.

FILES IDENTIFICATION

VOLUME

DISPOS ITION INSTRUCT IONS

8

10

Approved For Release 2005/1 1721 : CIA]
EMPLOYEE SUGGESTION FILE

Consists of case files mwaintained on employe¢
suggestions received by the Office for reviey
and comment. Files contain copies of comments
prepared by the Office, transmittals, per-
tinent bulletins, circulars, Executive Order
and similar waterial. Filed nuvertcally

by suggestion number. (1953-1957)

by

FITNESS REPORT FILE

Consists of extra copies of Form 45, Fitness
Report, maintained on OP personnel. These
reports contain an analysis of the employee's
work performance during the reporting
period and are used for reference in
planning assignments, training, etec., for
the employee. Filed alphabetically by name.
(1956-1957)

OP MEMORANDUM FILE

Consists of adwinistrative issuances
(office of Personnel Memorandum) and a
register which is used to asgign control
numbers to the memorandums. These memoran-
dums are prepared and issued by the

Office of Personnel as directives and to
supplement Agency regulatory issuances.

Number Register.
(1954-1957)

Office of Personnel Memorandums.
Filed numerically.

(1951-1957)

a.

b.

SECRE ]
Approved For Release 2005/11/21 : CIA-R 8-
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GRET,

1.2

2.0

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET

|
78-00187A000100260001-4

Temporary . .Destroy when 3 years old.
(Cut off at end of each year; destroy
3 years thereafter.)

Temporary. Destroy upon separation, or
transfer of employee.

Temporary. Destroy when 4 years old.
Retire to Records Center when 2 years old

Permanent. Disposal not authorized.
(Designate 1 copy of each issuance

as a record copy. Cut off record copy
file at end of each year; transfer to
Records Center 1 year thereafter.)

87A000100260001-4

(41)




ITEM NO. FILES IDENTIFICATION ] VOLUME DISPOSITION INSTRUCT IONS
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11 | LOG FILE SEGBE T

Record of receipt and dispatch of Top’ Secret A Disposal not authorized. Retain in
material maintained primarily for security Current files area indefinitely.

purposes. Consists of the Office copies of
Forws 38-14, 311 and 312. Filed chronolog-

ically.
(1954-1957)

CHZ

Consists of Form ﬁgﬁﬁf Personnel Information Temporary. Destroy upon transfer or
Card, used as an employee locator on OP separation of employee.
personnel only. Card contains employee name
office, phone extension, home address, etc.
Arranged alphabetically by name.

(Current)

EMPLOYEE LOCATOR FILE

REFERENCE PUBLICATIONS FILE

Consists of regulations, notices, OPM's Temporary. Destroy when no longer
0GC Opinions, Handbooks, etc., maintained needed for reference purposes.
for reference purposes.

LIBRARY MATERIAL
Consists of bound library books, dictionarie Temporary. Return to Library when

guides, manuals, etc., maintained for refer- ' no longer needed for reference purposes.
ence purposes.

_Approved For Release 2005/11/21 : ClA.RDP78.0048ZA000400260004-4
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SCHEDULE NO.
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OFFICE. DIVISION, BRANCH S1GNATURE

CONCURRENCE

n

)

Personnel, Office of the Director, Career Management Officer's TiTLE DATE
ileg

ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.)

15 CAREER MANAGEMENT WORKING FILES

Consists of correspondence, rosters of 1.5 Temporary. Screen annually and destroy
personnel, test waterial, public laws, superseded or obsolete material.
o orientation schedules, training brochures,
.,‘; and similar waterial. This file is used
by the Career Managewent Officer in
coordinating and planning assignments and
training for personnel with SP career
designations. No arrangement.

(1954-1957)

. 16 PERSONNEL CAREER SERVICE BOARD FILE

Consists of the Official wminutes, agenda, .2 Permanent. Disposal not authorized.
reports, and supporting papers documenting (Cut off at end of each year; transfer
the activities of the Personnel Career to Records Center 1 year thereafter)
Service Board. These minutes have been
approved by the Director of Personnel. Filed
chronologically.

(1956-1957)

.\ 17 CAREER SERVICE QUARTERLY REPORT

Consists of the original copies of reports .1 Tewporary. Destroy when 2 years old.
containing information on the activities
of the Personnel Career Service Board. These|
N reports are prepared quarterly for the Dir-
ector of Personnel. Filed chronologically.

(1955-1957)

e
. k3lald b ik
Approved For Release 2005/11/21 - CIA-RDP78-00487A000100260001-4
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EDITIONS.
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
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18 CAREFER PLANS FILE

Consists of case files prepared for .1 Tewporary. Destroy after completion
employees with SP career service designa- of training and appropriate documentation
tions who wish to participate in the Career has been placed in the Official Personnel
Service Training Program. These files Folder.

contain 5-year training plans prepared by
the employee, Form 277, Career-Staff Bio-
graphic Brief, and related waterial used
by the Career Service Board in reviewing
and selecting participants. Copies of F;\% -
pertinent papers are placed in the Official | — = i e Ferim 1030 Cerect=
, Personnel Folder of the individual. Filed 2
. alphabetically by naume. Freference Sotline .
(1956-1957)

19 TRAINING REQUEST FILE

Consists of reque.sts from employees who .1 Temporary. Destroy when 1 year old.
desire to participate in internal training
or training at a non-CIA facility. Requests
are reviewed by the Career Management
Officer and original copies are forwarded to
the Registrar's office, @ffice of Training.
Maintained for reference purposes. Filed

chronologically.
(1957)
20 TRAINING RECORD FILE
. Consists of a loose-leaf binder containing .3 Temporary. Destroy when no longer
a record of personnel with SP Career needed for reference purposes.

service designations who have attended
Agency training courses. Record contains
name, type of training requested, date
training began and ended, etc. Arranged
organizationally.

(1953-1957)

T SECRET

Approved For Release 2005/11/21 ; CIA-RDP78-00487A000100260001-4

FORM NO. '393 USE PREVIOUS

1 JAN 86 EoITioNs. RECORDS CONTROL SCHEDULE - CONTINUATION SHEET tan)




ITEM NO. FILES IDENTIFICATION ] VOLUME DISPOSITION INSTRUCT IONS
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H

21 FIELD REASSIGNMENT FILE

Consists of Form 202, Field Reassignment .1 Temporary. Destroy upon reassignment.
Questionnaire and related correspondence
maintained on employees who are scheduled
for return from the field. Form contains
information on present assignment, duties
and responsibilities, employee preference
for next assignment, etc., and is used for
advance planning of the individuals next
assignment. Filed chronologically.

. (1.956-1.957)

22 CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing 1 Temporary. Destroy when 1 year old.
correspondence mainbtained for convenience (Cut off at end of each year;
of reference by the Career llanagement destroy 1 year thereafter. )

Officer. This file is to be discontinued.
Filed chronologically.
(1955-1957)

Approved For Release 2005/11/21 : CIA-R&EM 7A000100260001-4
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SCHEDULE NO.

REAPPROVEANTBO RSEHES BOD5/11/21 : cmﬁggg‘gm 7A0001002600049-57

CONCURRENCE
OFF ICE, DIVISION, BRANCH S1GNA 25
- Personnel, Office of the Director, PIErEmwwsr TiApE
P’\’-:)@C"i"-? & R’DC@C/UI?%M g/o@/_i/@, g A _5‘7
7
Noo (TITLE, DESCRIPTION. ARRANGMENT . AVS INCLUSIVE DATES) (c\zlj(z);lz_gMIET.) DISPOSITION INSTRUCTIONS
23 .| STAFF SUBJECT FILE
Consists of material pertaining to the 9.0 Permanent. Disposal not suthorized.
formulation, development, and coordination (Cut off at end of each year; ‘trensfer
.‘- of policies, regulations, and standards to +to Records Center 1 year thereafter except
govern a program of Agency-wide personnel meterial of current reference value which
mansgement. This file reflects personnel will be placed in current file.)

management practices as prescribed by
congressional legislation, the Civil
Service Commission, snd CIA Regulation.
Arranged numerically by assigned numerical

. code.
’ (1948-1957)
2k STAFF WORKING FILES -
Consists of files maintained by individual .6 Temporary. Destroy when no longer
Personnel Research Officers and the Chief, needed for reference purposes.

Plans Staff. These files contein training

: memorandums, regulations, copies of the
.g " Career Council agends, orientation
schedules, and other papers collected and
meintained for background information and
reference purposes. Filing asrrangement
varies with each file.

(1950-1957)

25 PROGRESS REPORTS FILE

Consists of semi-annual and ennual reports N Temporary. Destroy when 1 year old.
sumnarizing accomplishments and developments
in the staff. File also contains reference

copies of reports from other Divisions and
Staffs. FAiled L .
norov

FORM NO. '39 USE PREVIOUS
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26 CONVENIENCE FILE (Reeding)
., Consists of extra copies of outgoing 2.2 Temporary. Destroy when 2 years old.
correspondence maintained for convenience Cut off at end of each year; destroy
of reference. Filed chronologicalily. 2 years thereafter.)

(1955-1957)

27 IEGISLATION FILE

Consists of case files prepared on proposed 3.5
. or pending leglslation and legislation
passed by the Congress. Files contain
correspondence with the legislative Coungel,
Congressional Records, notices of pending
legislation, House and Senate Bills, etec.
This material is used in the development
of regulatory issuances to comply with
legislation and in making evaluvations,
recommendations, and proposals to the
Director of Personnel and the legislative
Counsel on legislation affecting Agency
Personnel policies. Filed alphabetically

by subject.
(1953-1957)
a. Newspaper clippings and Congressional Temporary. Destroy when no longer
Records. ; needed for reference purposes.
b, All other material. Permanent. Disposal not authorized.
(Cut off at end of each year; transfer

to Records Center 1 year thereafter
except materisl of current reference
value which will be placed in current
files.)

bECRE
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28 PROPOSED LEGISLATION LOG ,*’"T‘” '
Consists of a loose-leaf binder containing .1 Temporary. Destroy when 1 year old.
a record of Staff comments wubmitted to the (Cut off at end of each year; destroy
Legislative Counsel on proposed legislation. 1 year thereafter.)

Arranged alphsbetically by subject end
chronologically thereunder,
(1955-1957)

29 REGULATORY ISSUANCE CASE FILES
‘ Consists of case files maintained on

regulatory issuances initiated and
developed by the Staff anddthose received

by the Staff for review end coordimation, | =~ v (70"

a. Starff developed issuances (20 series 7.8 Temporary. Destroy 1 year after issuances
and OPM's) Files contain the back- are published in the Persommel Handbook
ground information on the development Series.
of the issuances such as Executive
Orders, related legislation, draft
copies of proposed issuances, coordina-
tions, concurrences, authenications,
etc. Filed numerically by issuance
number,

(1952-1957) P
.J?-, SN _/jﬁ/n/.tr & I ﬁ_}cr’"'-_r‘

. b$ Regulatory issuance review file, Files 5.0 Temporary. Destroy when 2 years old.
contain copies of the proposed issuences (Place in inactive file upon completion
and copies of the Staff's comments, of finel action by the Staff; cut off
proposals, concurrences, and objections. at end of each year and destroy 2 years
Arrenged numerically by issuence number. thereafter. )

- (1953-195T)

[ AN
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30 OFM FILE ;

Consists of administrative issuances .8 Temporary. Destroy when superseded
(office of Personnel Memorandum) prepared or obsolete.
and issued by the Staff to supplement
Agency regulatory issuances. Record copies
ere maintained in the Office of the
Director of Personnel. Filed numericelly
by memorandum number.

(1952-1957)

' 31 STAFF SURVEY FIIE
Consists of various steff studies and .7 Temporary. Destroy when superseded or
surveys conducted by members of the Staff obsolete.

to determine the effectiveness and to

make recommendations on the Agency's per-
sonnel management practices. Studies and
surveys were conducted on a one-time basis.

No arrangement.
(1953-1957)

32 EMPLOYEE RECORD CARD FILE
Consists of OFl)?b » WEmbloyee Record Card, .1 Temporary. Destroy upon separation of
maintained on each Staff employee and employee, or forward to gaining component
‘ used as a basis for initiating personnel upon transfer of employee within the
actions; recording personnel actions, Agency.

training, and qualifications; and noting
other information needed in the management of
Staff personnel. Filed alphabetically by
name.

(Current)

Approved For Release 2005/11/21 : CIA- g;DP7_8-004 87A000100260001-4
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33

34

35

Approved For Release 2005/11/21 : CIA-RBE@RIFFSTAOOM00260001-4
MATL LOG Ll
Consists of a loose-leaf binder containing 2 Temporary. Destroy when 1 year old.
a record of the receipt and dispatch of
mail, legislative material, regulations,
notices, etc., received by the Staff.
Arrenged chronologically.
(1956-1957)

REFERENCE MATERIAL

Consists of published msterial such as 17.0 Temporary. Destroy when no longer
Federal Registers, Army Reguletions, needed for reference purposes.

Press Releases, CIA Regulations, Notices,
Handbooks, etc., maintained for reference

purpose.

LIBRARY MATERIAL

Consists of bound library books, 21.0 Temporary. Return to Library when no
dictionaries, guides, manuals, etc., longer needed for reference purposes.
maintained for reference purposes.

aiED
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7A00010026400574

CONCURRENCE

OFF ICE,

DIVISION,

BRANCH

Personnel, Deputy Director of Personnel For Planning and

" Development

S1

T

25

TE 7

PO 7t fon. 557
7 v

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

/\/\//pld
7 ;
DISPOSITION INSTRUCTIONS

36

SUBJECT FILES

a. DD/Pers/FD Subject File

Conslsts of correspondence, reports,
studies, charts, and similar material used
in administering and conducting the
personnel msnagement activities throughout
the Agency and in advising the Director
of Personnel on these activities. This
file also contains information on the
development and formation of the Career
Service. Arranged numerically by basic
regulation nunber. -

(1952-1957)

b. Development Staff Subject File

Consists of correspondence, reports, agenda
of meetings, transcripts, and similer
material maintained by the now defunct
Development Staff. This file contains in-
formation on the administration of the
Junior and Senior Career Pevelopment
Programs; monitering of the Career Services
and was used in providing guidance to Career
Boards, Panels, and Career Management
Officers on the principles and techniques
of career development. This function was
transferred to the Office of Training.
Arranged by subject.

(1955-1956)

FORM NO.
1 JAN 56

|39 USE PREVIOUS

EDITIONS.

5.5

2.9

»

1
A000100260004.4

Permasnent. (Screens selectively
annually and destroy duplicate and
non-record material. Cut off at end
of each year; transfer to Records
Center 1 year thereafter.)

Temporary. Destroy when 3 years old.
(Retire to Records Center, except
policies and procedures which will be
placed in a. above.)

Approved For Release 2005/11/21 : QlA-Bﬂij-nnAs'
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37

38

39

Approved For Release 2005/11/21 :
PROGRESS REPORTS FILE

Consists of retained copies of semi-annual
and annual progress reports prepsred by the
Staffs and submitted to the Director of
Personnel thru the DD/Pers/FD. Reports
contain summeries of accomplishments and
outline future plans. Filed
chronologically.

(1952-1957)

CAREER SERVICES QUARTERLY REPORTS

Consists of reports received from the
Career Services and summary reports
prepared by the Office. These reports
contain information on the activities
of the various Career Service Boards and
are used for planning purposes.

Thie reporting system is to be dis-
continued.

a. Career Service Board Reports.
Arrsnged organizationally and
chronologically thereunder.
(1952-1957)
b, Staff Sumary Reports. Filed
chronoclogically.

(1952-1957)
CONVENIENCE FILE (Reading)
Consists of extra copies of outgoing

correspondence maintained for convenience
of reference. Filed chronologically.

CIAROHTBT00487A000100260001-4

4 Temporary. Destroy when 3 years old.
(Cut off at end of each year; destroy
3 years thereafter.)

.6 Permanent. Disposal not suthorized.
(Cut off at end of each year; retire
to Records Center 1 year thereafter.)

.6 Attach to related Career Service
Board Reports and retire to
Records Center.

1.3 Temporary. Destroy when 2 years old.
(Cut off at end of each year;

destroy 2 yeers thereafter.)

FORM NO. lssa USE PREVIiOUS
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Lo COUNCIL, BOARD, COMMITTEE, AND PANEL FILES .

Consists of the official minutes, agends,
transcripts, reports, and supporting
papers documenting the activities of the
various boards, committees, panels, etc.
These bosrds, commitiees, panels, etc.,
were convened to examine and develope
policies and procedures on the Agency's
Personnel Management Program, and to
select personnel for membership in the

Career Staff.
' a. Career Council Files. Arranged 3.5 Permanent. Disposal not authorized.
numerically by meeting number. (Cut off at end of each year; transfer
(1953-195T) to Records Center 5 years thereafter.)
b. Career Service Board Files .3 Permanent, Disposal not suthorized.
(predecessor of the Career Council.) Retire to Records Center when 5
Arranged numerically by meeting nunber. years old.
(1952-19533’
¢. Cereer Council Index. Consists of .1 Temporary. Destroy present
two sets of 3"x5" cards which serve accumlation immediately.

as an index to council meetings and
the decisions made or items discussed
at the meetings. Arranged alphsbetically
by subject or numerically by council
. meeting as appropriate. This index
is no longer being used.
(1956)

Approved For Release 2005/11/21 ; CIA-FLQ_EL&M7A000100260001-4
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43

Approved For Release 2005/11/21 :

HONOR AWARDS CASE FILES

Consists of case files on employees who
have received Honor Awerds and those who
have been recommended to receive such awards
Files contain the recommendation, notice of
award presentation, acknowledgement of
receipt of awerd, and miscellaneous corres-
pondence pertaining to the meritorious
achievement or service end the presentation
of the award. Copies of Form 382, Report
of Honor Awards Board, are placed in the
Official Personnel Folders of individuals
receiving Honor Awerds. Filed
alphabetically by name.

(1953-1957)

HONOR AWARDS NUMBER REGISTER

Consists of a register used to assign
control numbers to recommendations for
homor awards received by the Sbwfsh 077/ ¢.
Register contains name, date recommendation
received,number assigned, and Board action.
Arranged numerically.

(1953-1957)

HONOR AWARDS BOARD MEETING FILE

Consists of the official minutes, reports
and other correspondence related to the
meetings of the Honor Awerds Board. File
contsins information on recommendations
for awards considered and approved, pro-
posed regulations, security implications
in presenting awards, the procurement and
design of medals, and similar information
documenting the activities of the Board.
Arranged numericelly by Board meeting
number.

(1953-1957)

CIASRER

2.0

.1

2.0

i
-1

0487A000100260001-4

Temporary. Destroy 5 years after
death of individual.

Permanent. Disposal not authorized.
Begin new register each year; transfer
to Records Center when 5 years old.

Permanent. Disposal not suthorized.
(Cut off st end of each year; transfer
to Records Center 3 years theresfter.)

FORM NO. use r
1392 ;00,000

1 JAN 56
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hy POLICY MAKING STUDIES - PERSONNEL ADMINISTRATIO&
Consists of material accumulated by various .3 Permanent. Disposal not authorized.
groups, committees, and task forces Retire to Records Center.

organized to study and make recommendations
on the Agency's Personnel Mansgement
Program. These files contain committee or
group proposals, minutes of meetings,
findings, recommendations, final reports,

ete. (1950-195L) (Jr i é ?:)

® e

. 4/‘& At
L5 PERSONNEL FOLDER FILE (T
Consists of case files maintained on per- .3 Temporary. Destroy when no longer
sonnel of the Staff elements and the - needed for reference or upon transfer
immediete office of the DD/Pers/PD. These or separation of employee.

files contain copies of documents filed
in the Official Personnel Folders and
similar material used in administering the
activities of Office and Staff personnel.
Filed alphabetically by name.

(Current)
T TIME AND ATTENDANCE FILE
. Consists of a Time and Attendance Report .1 Temporary. Destroy when 1 year old.
maintained on personnel of the Staff (Cut off at end of each year; destroy
elements and the immediate office of the 1 year thereafter.)

DD/Pers/FD as a record of their sick leave,
annual leave, overtime worked, etc. Filed
chronologicelly.

(1956~ 1957)

Approved For Release 2005/11/21 ; CIA-H 7A000100260001-4
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¥7

k9

50

TRAINING FILE

ToP

Approved For Release 2005/11/21 : CIAﬂR&F—ﬁOA

Consists of a record of training courses
attended by Staff and office persomnel.
Record contains name of employee, date and
names of courses attended, etc., main-
tained for reference pruposes. Arranged
alphabetically by name.

(1956-1957)

SECRET 1OG

Record of the receipt and dispatch of
material classified Top Secret, maintained
for security purposes. Consists of the
Office copy of Form 38-14. Filed
chronologically.

(1955-1957)

REFERENCE MATERIAL

Consists of published materisl such as
Agency Regulstions and Notices, registers,
pamphlets, handbooks, and publications
from other sources maintained for
reference purposes.

LIBRARY MATERTAL

Consists of library books, dictionaries,
pemphlets, guides, manuals, etc., main-
tained for reference purposes.

Approved For Rele

FORM NO. '393 USE PREVIOUS

1 JAN S8

.1

.1

5.6

1.0

2
-0044

87A000100260001-4

Temporary. Destroy when no longer
needed for reference purposes.

Disposel not authorized. Retain in
current files area indefinitely.

Temporary. Destroy when no longer
needed for reference purposes.

Temporary. Return to Library when
no longer needed for reference purposes.
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51 STAFF SUBJECT FILE

Consists of correspondence with the Office 2.0 Permanent. Disposal not authorized.
. of Defense Mobilization, the Secretary of (Cut off file every other year;
[ Defense, the Director of Central Intelli- transfer to Records Center 1 year

gence, and related reports and studies per- thereafter. )
taining to the present, future, and ’ .
emergency manpower requirements of the

Agency. File is used in developing plans
and recommendations concerning Agency

policies and procedures on these require-
ments and in conducting lisison with ODM
and the Pepartment of Defense in support of th¥
Agency's long-renge mission. Arranged by

subject.
(1954-1957)

52 STAFF WORKING FILE

“ Consists of correspondence, special reports, 1.6 Temporary. Destroy when 3 years old.
tdbulations, organization code manuals, and (Cut off at end of each year; transfer
similar material used in administering to the Records Center 1 year thereafter.)

the daily activities of the Staff. No
arrengement.

(1954-1957)

Approved For Release 2005/11/21 - CIARDRZ8-00487A000400260064-4
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53

55

Approved For Release 2005/11/21 : CIA-

B

PROGRESS REPORTS FILE

Consists of semi-snmisl and annusl reports
containing summarized information taken
from the activity reports and a state-
ment of program accomplishments. Filea
chronologically.

(1954-1957)

CONVENIENCE FILE (Reading

Consists of extra copies of outgoing

correspondence maintained for convenience

of reference. Filed chronologically.
(19514-1957)

WAR PLANS FIIE

Consists of estimates on country and area
war plans. Basic plans are received by the
Staff end used as a basis for preparing
estimates on personmel requirements for
those plans. File conteins surmaries of
the mobilization plans including the mission)
cover, and types of personnel required,
operations plans, Emergency Series T/O's,
end similar types of material which become
annexes to the Master Plan held by the

DD/P.
(1954-1957)

I

4

3
Approved For Release 2005/11/21 ; CIA-]
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.1 Temporary. Destroy when 1 year old.

.8 Temporary. Destroy when 2 years old.

(Cut off at end of each year;
destroy 2 years thereafter.)

Permanent. Disposal not authorized.
Retain in current files area
indefinitely.

S
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56 CLANDESTINE SERVICES OPERATIONS PLANNING FILE

Consists of preliminery estimates, comments, .6 Permsnent. Dispossl not authorized.

operational programs, cover requirements, Retein in current files area

personnel requirements, etc., used by the indefinitely.

Steff in preparing estimstes of personnel

requirements, in support of clandestine

planning. Arranged by subject.
(1954-1957)

MOBILIZATION PERSONNEL REQUIREMENTS FILE

Consists of personnel requirements Permanent. Disposal not authorized.
initiated by operating offices, Base (Cut off file every other year;
Status Reports, preliminary organization transfer to Records Center 1 year
charts, memorandums, and related material thereafter. )
used in estimating the Agency's
mobilization personnel requirements.
These requirements are compiled and sub-
mitted to the Department of Defense on a
fiscal year basis. Arranged
‘orgsnizationally.

(1954-195T)

RESERVE PREFERENCE OF DUTY FILE

Consists of statements of preference for Temporary. Destroy when superseded or

duty assignments (in case of a National cbsolete.

Emergency) prepared by reserve personnel of

the Agency. These statements indicate the

desire of reservists to either remain with

the Agency or be assigned to active military

duty and are used for planning purposes

in esteblishing requirements which may be — .

placed on the Department of Defense. il /.2 rrr / oz > 5 ‘Iléﬁ/fr eal-aal +

Arranged orgenizationally and by reserve " ‘- .

category thereunder. 0'70 /VIO bilzztom Fe 'yc,ffcfﬁfé’.
(Current)

R
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Approved For Release 2005/11/21 : CIA- W87A000100260001-4
59 RESERVE STATUS CARD FILE - .
Consists of 3"x5" cards containing infor- .5 Temporary. Discontinue future mainte-
mation .on the status of reserve personnel nance of this file. Destroy pmsamrs
in the Agency used for reference purposes. present accurmlation immediately.
This fnformetion is now obtained from
machine listings. Filed alphabetically by
name.
(1953-1955)
60 PROJECT CONTROL LOG
Consists of & loose-lead binder used to d Temporary. Destroy when 1 year old.
assign control nunbers to projects con- (Cut off at end of each yeer; destroy
ducted by, or being commented on by the 1 year after completion of last
Staff. File containsg an index to the project on log.)
project and & chronology of actions taken
by the Staff on each project. Arranged
nmumerically by project number.
(1955-1957)
61 MACHINE LISTINGS
Consists of machine listings conteining 2.8 Temporary. Destroy selectively upon
rosters of civilian and reserve personnel receipt of new listings.
and statistical information on reserve
categories, membership in training units,
authorized Agency positions, etec., maintained
for reference purposes.
(1954-1957)
62 TIME AND ATTENDANCE FILE
Consists of an unnumbered form mainteined Ja Temporary. Destroy when 1 year old.
on Staff personnel as a record of their (Cut off at end of each year; destroy
sick leave, annual leave, overtime worked, 1 year thereafter. )
etc. Filed chronologically.
(1955-195T)

7A000100260001-4
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o

63 TOP SECRET LOG

Record of the receipt and dispatch of Disposal not authorized. Retain in
material classified Top Secret, maintained current files area indefinitely.
for security purposes. Consists of the
office copies of Forms 38-14 and 60-75.
Filed chronologically.

(1955-1957)

MAIL LOG

Record of the receipt and dispatch of mail Temporary. Destroy when 1 year old.
received by the Staff except Top Secret. (Cut off at end of each year; destroy
Separate logs are maintained for incoming 1 yesr thereafter,)

and outgoing material. Arranged
chronologically.

(1955-1957)

REFERENCE MATERIAL

Consists of published material such as Temporary. Destroy when no longer
regulations, notices, handbooks, Army needed for reference purposes.
Bulletins, Congressionsl Records, etc.,
maintained for reference purposes.

.

SE ¢
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REBORDSVEONTROREAEBIAADS/11/21 : CIA-ROIPTHL

66 STAFF SUBJECT FILE

Consists of correspondence, reports, (activity 2.5 Tewporary. Destroy when 3 years old.
and progress) listings, transcripts, and (Cut off at end of each year; transfer
_other papers pertaining to the implementation to Records Center 1 year thereafter

. of Agency Regulations for acquiring and re- except current policies and procedures
taining wewbership in the Career Staff; the which will be retained in current file.)

developwent of criteria for the selection
of personnel into the Career Staff; and the
adwinistrative support to the CIA Selection
Board. Arranged by subject.

(195k-1957)

67 EXAMINING PANEL FILES
Congists of case files waintained by the 8.2 Permanent. Disposal not authorized.
Staff for each Examining Panel weeting. (Cut off file at end of each year;
Files contain Panel actions, recommendations, transfer to Records Center 1 year
and other material prepared and collected thereafter except tewporary material, such
by the Staff which is used by the Panel in . as routing sheets and wiscellaneous corres-
the evaluation and initial selection of pondence which will be destroyed prior

) personnel for membership in the Career Staff. to transfer.)

. Filed nuwmerically by Panel number.

(7854 -1757)

: EGRE

Approved For Release 2005/11/21 : CIA-RDP78-00 ]I.A000100260001-4
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Consists of case files on employees whose
applications for wmembership in the Career
Staff have been deferred or rejected and
employees who have declined membership.
These files contain information pertinent
to the case which is used by the Examining
Panel and the Selection Board in waking
a final disposition of the case. Filed al-
phabetically by name.

(195%-1957)

a. B Type Cases (deferred.)
b. C Type Cases (rejections)
c. D Type Cases (declinations.)

RG]

ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : GIA-RDP78-00487A000100260001-4
68 EMPLOYEE CASE FILES

Permanent.
1.

Disposal not authorized.

Upon acceptance forward mewbership

application to Records and Services

Division. (Place all other material

in an inactive file; cut off inactive

file at end of each year and retire

to Records Center.)

2. Upon final rejection of deferred
cases place folder in C Type Case
File.

Permanent. Disposal not authorized.
Retain in current files area until
employee terwminates. (Upon separation
of employee place in inactive file;
cut off inactive file at end of each
year and transfer to Records Center.)

Tewporary. Destroy 1 year after employee
terminates or accepts Career Staff status.
(Forward letter of declination and
Selection Board's approval to Records

and Services Division; destroy all other
material 1 year after employee terminates
or accepts Career Staff status.)

FORM NO. '39‘ USE PREVIOUS

1 JAN se
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ITEM NO. FILES IDENTIF ICAT ION ] VOLUME DISPOSITION INSTRUCT!ONS
Approved For Release 2005/11/21 : CIA- "\{DPZS,—(§)0487A000100260001-4

69 DEFERRED CASE SUSPENSE FILE

Consists of 5" x 8" cards prepared on - .1 Temporary. :Destroy upon final disposi-
employees whose applications for Career tion of cege.. . - :

Staff wembership have been deferred. ; SR G

Cards provide a reference to the Status ) et

of the case and information on reasons

for defermwent.
: (1954-1957)

T0 EXAMINING PANEL FINDINGS FILE
Consists of the record coples of the : 5 Permanent. Disposal not authorized.
findings and recommendations of the g (Cut off file at end of each year;
Exswining Panel. These records are transfer to Records Center 2 years

created as the Panel's official reports . thereafter.)
of findings and recommendations on Career . .

Staff wembership applications received.
File also contains memorandums from the
Selection Board on special cases. TFiled
chronologically.

(1954-1957)

T1 CIA SELECTION BOARD FILE
Consis#s of the official winutes, reports, 1.0 Permsnent. Disposal not authorized.
and other correspondence related to the (Cut off at end of each year; transfer -
meetings of the CIA Selectlion Board. File 10 Records Center 1 year thereafter.)
. contains information on Board recowmen-

- dations, criteria for membership in the
Career Staff, and policies and working
procedures for the Board. Arranged
numerically by Board meeting number.

(1955-1957

ol

SEORE

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001.4
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ITEM _NO. FILES IDENTIFICATION . VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 2005/11/21 : CIA-RDPZS-Q?IB7A000100260001-4

T2 BIOGRAPHIC PROFILE RECORDS

Congists of copies of Form 1200, Biographic
Profile, and related feeder cards. The
Biographic Profile serves as an authenicate
curren’ source of information on Agency
personnel to be used in lieu of the Official
Personnel Folder when possible for the
following: Assignument of personnel; selec-
tion for special duty; career planningj
long-term training; etc. Cards are used to
acquire and control information received
and used in the preparation of the

profile.

a. Form 1200 Biographic Profile.

Consists of the copies received and
initialed by the employee and the

' Original-master copies prepared there-
from which are used for reporduction
purposes.

(1) Initialed copies. Arranged by Temporary. Destroy 6 months after
service designation and alphabe- information is typed on the original
tically thereunder. master reporduction copy.

(1957)

(2) Original Mastery Reproductions Tewporary. Destroy only when all in-
copies. Arranged by service formation is typed on new master or upon
designation and alphabetically separation of employee, provided most
thereunder. current copy of Profile has been placed

(1957) in the Official Personnel Folder.

b. Form 1080a, Control Card, used to Temporary. Destroy upon preparation
control the receipt and dispatch of of current card or separation of
information used in preparation of the employee.

Biographic Profile.

SECRE]
Aporoved For Release 2005(41/21 : CIA-BDP78.00487A000400260004—4
FORM NO. '393 USE PREViIOUS
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ITEM NO. FJLES IDENTLE [CATION ) VOLUME | i DISPOSITION INSTRUCT IONS
Approvedf~or ge?easE‘ZUUSH 1721 : CIAIRDP78-00487A000100260001-4
) T2 CONTINUED
¢c. Form 1200b, Biographic Profile Test 1.0 Temporary. Destroy 6 months after
Record, containing information information has been entered on Profile.

supplied by the Office of Training
such as type of tests given and the
dates. i

(1957)
d. 5" x8" card received from the Office 1.0 Temporary. Destroy 6 months after
of Training containing lists of information has been entered on Profile.
training courses attended by the
. employee.
, (1957)
T3 CAREER SERVICE INDEX
Consists of IBM cards prepared for personnel 2.0 Temporary. Destroy 1 year after
who are members of the Career Staff, personpel geparation of employee. (Screen annually
processing for mewbership, personnel o&wvieo and place cards of all true separations
degimed membership, and those who have in inactive file. Cut off inactive file
declined membership. Panel and Board at end of each year; destroy 1 year
actions are recorded on these cards which thereafter.

serve as a source of reference to present
membership and provide statistical date
for the Staff. Arranged by status and
alphsbetically thereunder.

(1954-1957)

. Th APPLICATION TRANSMITTAL FILE
Consists of wemorandums which were used to 1.5 Temporary. Destroy when 2 years old.
transmit Career Staff mewbership applice- (cut off at end of each year; destroy
tions to the Staff from the Career Services 2 years thereafter.)

and the Selection Board. Arranged by
career service designation and chronolo-
gically thereunder.

(195k4-1957)

Approved Eor Roleasa 2005/4424 - CHA-RDP78-00487-4000106260
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5

76

T

78

Approved For Release 2005/1 112ﬁ : CIA-H
MEMBERSHIP APPLICATIONS LISTINGS

Consists of listings containing the names of
ewmployees whose applications for Career
Staff mewbership have been received by the
Examining Panel and serves as a reference to
the Panel meeting at which they were reviewed
Filed numerically by list number.

(1954-1957)

EXAMINING PANEL MEMBERSHIP FILE

Consists of 5" x 8" cards which contain the
names of wembers of the Exawining Panel.
Cards are used as a reference when selecting
members to participate in Panel meetings.
Filed alphabetically by name.

(Current)

MACHINE LISTINGS

Consists of wachine listings containing
rosters of personnel separations by Career
Service, rosters of SE's and SA's eligible
for Career Staff wewbership, rosters of
personnel whose wembership applications
have been rejected, etc., maintained for
reference purposes. Filed chronologically.
(1955-1957)

LOG FILE

Congists of & loose-leaf binder containing
a record of the receipt and dispatch of
personnel folders and Biographic Profiles.
Arranged chronolo%ically.

: 1956-1957)

zDP7s-‘o;0Ar7Aooo1 00260001-4

.3 Temporary. Destroy when 1 year old.
.1 Temporary. Destroy when superseded or
obsolete.
2.2 Temporary. Destroy upon receipt of

current listings.

.2 Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Approy

1 JAN s¢

FORM NO. ‘393 USE PREVIOUS

RECORDS CONTROL SCHEDULE -

EDITIONS.

P78-004874000100260001.4.
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ITEM NO. FILES IDENTIFICATION ]
g Approved For Release 20057717271 : CIA

oDy SPOS ITION INSTRUCT I0NS

79 COURIER RECEIPT FILE

Consists of the Staff copy of Form 35-16, .1

Courier's Classified Mail Receipt, which

was signed by the courier at the time the

waterial was picked up for delivery to i

addressee. Filed chronolo, ically.
(1956-195'5

Tewporary. Destroy when 1 year old.

8o REFERENCE MATERIAL

"" Consists of published waterial such as 1.5 Temporary. Destroy when no longer
Agency Regulations, Notices, Handbooks R needed for refer¢dee purposes.
etc., maintained for reference purposes. i

i
MWMWM7AOOO1OO2GOOO1-4
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SCHEDULE NO.

correspondence maintained for convenience
of reference. Filed chronologically.
(1953-1957)

Approved For Release 2005/11/21 : CIA-R|

REQOROSVed NIRORS B 600S5/11/21 :CI/-SFC‘RETI 37A000100260001-4 _ 40-57 |
OFFICE, DIVISION, BRANCH SIGN
Personnel, Personnel Procuremwent Division, Office of The Chief T 7 TT 777 \;7 3 &
~ -
'JOEM (TITLE, DESCRIPT;(;:V-,ESARIRZIEVT:E;I\;T(‘:,ATAI‘V%NINCLUSIVE DATES ) (CYJ%I;(E‘JM)ET.) DISPOSITION INSTRUCTIOIé
81 DIVISION OPERATIONAL FILE ‘
Congists of correspondence, reports, and 1.5 Temporary. Destroy when 3 years old.
other papers pertaining to the operation (Cut off at end of each year; transfer
and adwinistration of a program of pro- to the Records Center 1 year thereafter.)
curing new personnel through a system of e
nationwide recruitwent, including testing 7
and evaluation. Filed alphabetically by
sub ject.
(1951-195T)
82 DIVISION ADMINISTRATIVE FILE
Consists of correspondénce , reports, and 1.6 Temporary. Destroy when 3 years old.
other papers pertaining to the internal (Cut off at end of each year; transfer
operation and administration of the to the Records Center 1 year thereafter.)
Division. Piled alphabetically by subject.
(1953-1957)
83 CONVENIENCE FILE (Reading)
Consists of extra copies of outgoing 1.5 Temporary. Destroy when 1 year old.

(cut off at end of each year; destroy
1 year thereafter.)

DP78-00487A000100260001-4

FORM NO.
1 JAN 56

USE PREVIOUS
EDITIONS.
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S

Consists of copies of personnel documents
vhich reflect the recruitment, ‘mssignment,
transfer, promotion, and separation of
Division employees; also includes travel
orders, statements of accounts, fitness
reports, and other information used in
administering the activities of Division
Personnel. Also contains folders on
personnel who voluntered their services
as recruiters during a drive. File®
alphgbetically by surname.

(Current)

EMPLOYEE RECORD CARD FILE

Consists of OFbb, Employee Record Card
of each Division employee and used as a
basis for initiating personnel actions;
recording personnel actions, training,
and qualifications; and noting other in-
formation needed in the management of
Division personnel, Filed
alphabetically by hame.
(Current)

STATISTICAL MACHINE LISTINGS

Consists of machine tebulations containing
statisticel informetion on recruitment
activity. Includes weekly and monthly
listings of security initiations, monthly
security processing cancellations, and
monthly statistics on persomnel entering
on duty mainteined for reference purposes.

(1956-1957)

.8

.1

PN

ITEM NO. FILES IDENTIFICATION . " | voLumE DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA- agg 00487A000100260001-4
8l DIVISION PERSONNEL FILE 15 A S AV

Temporsry. Destroy 1 year after transfer
or separation. (Place in inactive file
upon transfer or sepasration; cut off
inactive file at end of year and destroy
1 year thereafter.)

Temporary. Destroy upon separstion
of employee, or forward to gaining
component upon transfer of employee
within the Agency.

Temporary. Destroy when 1 year old.

Approved For Release 2008/11/21 : CIA-RDP78-00487A000100260001-4

* FORM NO. USE PREVIOUS
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FILES IDENTIFICATION

N VOLUME
Approved For Releasée AUUDISIECWIHUUU 1002800012

Consists of case files on consultants
affiliated with colleges and universities.
Contains justification for consultant,
personal service contract, request for
personnel action, travel voucher, travel
expense record, and related correspondence.
This information is utilized in the
administration of consultants who serve

as referral agents or "spotters" in the
search for promising students for possible
Filed alphabetically

(Current)

UNIVERSITY CONSULTANTS SUBJECT FILE

Consists of correspondence, reports, and*>

other papers pertaining to the utilization
of university consultants. This file is
related to the above item and contains
subject matter too broad to be filed by
individual consultant. Filed by subject.

Consiste of bound library books; dic-
tionaries, guides, manuals, ete., main-
tained for reference purposes.,

Consists of published material such
as regulations, notices, handbooks, ete.,
waintained for reference purpseses.

ITEM NO.
87 UNIVERSITY CONSULTANTS FILE
Agency eumployment.
by surname.
88
89 LIBRARY MATERIAL
90 REFERENCE PUBLICATIONS FILE
FORM NO. '398 USE PREVIOUS
EDITIONS.

1 JAN 86

VRECORDS CONTROL SCHEDULEﬂz CONTINUATION SHEET

P

DISPOSITION INSTRUCT IONS

Temporary,:  Déstroy 1 year after
terminagFon of services. (Place in
inactive file upon termination of

services; destroy 1 year thereafter.)

1.5

.2 Temporary. Destroy when 1 year old.
(cut off at end of each year; destroy
1 year thereafter.)

26.0| Tewporary. Return to Library when
no longer needed for reference purposes.
5.0 Temporary. Destroy when no longer

needed for reference purposes.

o

18874000100260001-4

(41)




RECORDAPRERTROIF SeRefrAse 2005/1 1IZS€WEITIS

SCHEDULE NO.

00487A000100260004a4-57

CONCURRENCE

OFFICE.

DIVISION,

BRANCH

Personnel, Personnel Procurement Division, Specialized Recruitmen

Branch — ——
CATI0 VOLUME
lNToE.M (TITLE, DESCRIPT‘;OHA;FSAR]R[;IEJ;R;T, AIIVDNINCLUSIVE DATES) (cuBIC FT.) DISPOSITION INSTRUCTIONS

91 BRANCH SUBJECT FILE
Consists of correspondence, reports, and 2.5 %‘emporary. Destroy when 3 years old.
other papers pertaining to the operation Cut off at end of each year; transfer
of a recruitment activity in the specialized to the Records Center 1 ear,thereafter.

1 y
professional, technical, and coverf fields.
(1951-1957)

92 CONVENIENCE FILE (Reading)
Consists of extra copies of outgoing .9 Temporary. Destroy when 1 year old.
correspondence maintained for convenience (Cut off at end of each year; destroy
of reference. Filed chronologically. 1 year thereafter.)

(1953-1957)

93 ADMINISTRATIVE ISSUANCES FILE
Consists of copies of CIA Regulations and 3.6 Tewporary. Destroy when superseded or
Notices, PPD Newsletters, SRB Memorandums. obsolete.
Filed chronologically or numerically as
appropriate.

9k PERSONNEL REQUISITION FILE i

70T
Consists of copies of Form 3%=98= Personnel 1.7 Temporary. Destroy when request igs filled
Requisition Inventory Card. These 3'%5" or cancelled.
cards represent recruitwent requests
initiated by the various Offices and are used
in furnishing copies to recruiters to
serve as guides for recruiting. Arranged
by requesting office and numerically
thereunder.
(1950-1957)
Approved For Release 2005/11721_: CIA-RDP78-00487A000100260001-4
FORM NO. |39 USE PREVIOUS (41)
T oA 56 SFORET
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ITEM NO. FILES IDENTIFICATION ) VOLUME DISPOSITION INSTRUCT | ONS
Approved For Release 2§%EﬁEfIA-'(UP7B-OO §7A000T00260001-4

AB 95 PERSONNEL REQUIREMENT FILE
Consigts of correspondence and lists 1.9 Tewporary. Destroy when superseded
rertaining to the personnel requirements or obsolete.

of the various Offices and servee as a o
general guide to the type of personnel
required. Also contains personnel requisi-
tions not formalized on Form

37927
(1954-1957)  Jpv2

‘ 96 FIELD REFERRAL FILE
Consists of copies of Form hSl, Field .7 Tewporary. Destroy upon receipt of
Referral Record. These records are original from field.

initiated at the request of various offices
and serve as a request for interview of
applicants. Original of Form 451 is
sent to a recruiter who will conduct the
interviev, and, is returned to SRB
accompanied by Foru -3%=334 Report of
Interview, for processing hnd forwarding
to Records & Services Division. Filed
alphabetically by State apd thereunder
by individual. ’

(19561957 f e 210

97 RECRUITMENT SOURCE FILE
.’ Consists of correspondence, reports » 1.0 Temporary. Destroy when no longer
listings, and other papers containing needed for reference purposes.

information on personnel available from
various sources. The file provides a
source of information on possible appli-
cants. Filed alphabetically by source.

(1952-1957)

Approved Eor Release 2005/11/21 : GIANG 487A000100260001-4
FORM NO. '393 USE PREVIOUS i
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Approved For Releagmﬁtffl : CIA-RDP78-00487A000100260001-4

98 CLERICAL SOURCE CARD FILE

Consists of Form 916, Clerical Source Card, A Tewporary. Destroy when no longer needed
containing information on clerical for reference purposes.

applicants and the schools which they have
attended. Serves as a source of information
on schools which may be leads or sources

for clerical personnel.

(1955~1956)

99 | LEAD/SOURCE INDEX — N gl e S
= Ferm 74 *J L@Afcyﬁ’cm/r@ /,'7-(7£,,
Consists of Form 37-146, Manpower Source Recnrd v
Data Card (5"x8") containing information meera,

on individuals, colleges, cowpanies,
employment offices, and other personnel
procurement leads and sources. The file
serves as a source of information on
contacts who may furnish leads to qualified
applicants. This index is now being
converted to a specialization type index.

a. Master Index, filed alphabetically 1.1 Temporary. Destroy when superseded or
by name of lead or source. obsolete.

b. Duplicate cards, filed alphabetically 1.7 Temporary. Destroy when superseded or
by State obsolete.

100 | LEAD/SCURCE LOCATOR INDEX

Consists of Form 650, Locator Card Lead/ .3 Tewporary. Destroy when superseded or
Source Index (5"x8"), on each field of obsolete.
specialization. The cards list the names
of leads and sources by specialization and
provide a cross reference to the Lead
Source Index. Filed numerically by
specialization code.

(Current)

_SECRET
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ITEM NO. FILES IDENTIFICATION . VOLUME DISPOSITION INSTRUCT IONS
Approved For Release ZOOg‘EeR €T-F DP78-004B7A000100260001-4

‘. 101 | UNIVERSITY LEAD/SOURCE FILE

Consists of case files on colleges and 8.0 Temporary. Destroy when 3 years old.
universities. Contains correspondence N (Cut off at end of each year; transfer
reports of interview, reports of contact to the Records Center 1 year thereafter.)
on leads or sources, and other papers

pertaining to the utilization of specific G N ? y
college leads and sources. Filed Feirmi /7@) Kgl"m + °7C A&?C/@m’c

alphabetically by name of college. o= . -~
(1951-1957) Ffecroitrment ( ?‘)

.’ 102 | FORD FELLOWS FILE

Consists of a loose-leaf binder containing .2 Tewporary. Destroy when no longer
correspondence and a brief resume of all needed for reference purposes.
students who are recipients of Ford Founda-
tion Grants. These students are possible
candidates for Agency employment and the
J.0.T. program. Arranged alphabetically

by surnsme.
(1956-1957)

103 | J.0.T. RECRUITMENT ACTIVITY FILE

Consists of Forw 858, JOT Recruitment .5 Tewporary. Destroy when no longer
Activity Record containing inforwation on needed for reference purposes.
personnel contacted for possible use in the
JOT program. Card also contains information
. on colleges or schools attended by these
contacts which may be used as future leads
or sources for qualified personnel. Arranged
alphabetically by name.
(1955-1957)

s ]
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ITEM NO. FILES IDENTIFICATION ) VOLUME DISPOSITION INSTRUCTIONS
) Approved For Release 2005/§ECR‘E&IRDP78-OO 87A000100260001-4

104k | COST ANALYSIS FILE

Consists of Form 548, Recruitment Activity .1 Tewporary. Destroy upon preparation of
Cost Analysis Recomd, containing informetion related annual reports.

on the cost of recruitment activity. The :
inforwation is used as the basis for the
preparation of Form 212, Recruitment Activity
Statistical Report, and other periodic reports.
One of these 5"x8" cards is waintained on each
Branch employee. Field alphabetically by

name.
(1956-1957)

105 | REPORT OF INTERVIEW FILE

Consists of extra copies of Form 182, Report 5.2 Tewporary. Destroy when 3 years old.

of Interview, prepared by the recruiter (Cut off at end of each year; transfer
on each contact interviewed. Provides a to the Records Center 1 year thereafter.)

record of all interviews conducted by each
recruiter. Filed alphabetically by
reéruiters nawe and thereunder by name of

contact.
: (1952-1957)

106 | INDICES CHECK FILE

Consists of Form 491, Request for Indices .1 Temporary. Destroy 1 year after receipt

Check, requesting security clearance to of completed request. (Cut off "completed”

contact an individual for possible Agency file at end of each year; destroy 1 year
. ewployment or to use an individual as a lead thereafter.

source. TFiled by atatus of the request
(pending or completed) and thereunder
aiphabetically by surname.

(1955-1957)

Approved For Release 200 . A-RDP7 7Annn1nn?ﬁnﬂn1-4
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107 | LANGUAGE TEST FILE

Consists of copies of foreign language 1.0 Temporary. Destroy when superseded
reading tests used by recruiters for or obsolete.

testing field contacts. Included

both the foreign and English texts. Filed
alphabetically by language.

108 | APPLICANT SUSPENSE FILE

Consists of case files on possible 5 Tewporary. Transfer to R&SD if
ewployees. Includes SF52, Request for individual is active candidate for
Personnel Action; Form 377, Request for employment; destroy all others.

Security Clearance; Form 393; Personal -
History Statement, and related papers.

Serves as a suspense file until deter- / Fetrm 19% oot £ g oidrin,
wination is wade as to whether or not / ) 2 Gerdidiediies Sepyien? @
individual is an active candidate for Vs — i o . g ‘ s
ewployment. Filed alphabetically by -~ L T gy /"f{ 12 sed
surname.

ler o —y“/f cart e e e e

- - ’l/
R L s by QAR SFop,

(Current)

109 | RECRUITERS' ACTIVITY FILE

Consists of case files on SRB recruiters. .7 Tewporary. Destroy when 1 year old.
Includes correspondence to and from the (Cut off at end of each year; destroy
recrulter, notes on telephone conversa- 1 year thereafter.)

tions, assignwents, activity reports, and
other papers pertaining to the recruiters
activities. Filed alphabetically by
surname of recruiter.

(1951-1957)

M CRET
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5/11/21 : CIA-RDP78-00487A000100260001-4
1 JAN sg EDITIONS. RECORDS CONTROL E

- CONTINUATION SHEET (41)



1TEM NO. " FILES IDENTIFICATION VOLUME I DISPOSITION INSTRUCTIONS

Approved For Release 2005/8EGRE tDP78-004f87A000100260001-4
110| RECRUITERS' TRAVEL FILE ’

Consists of case files on recruiters 1.0 Temporary. Destroy when 1 year old.
travel. Includes travel orders, travel (Cut off at end of each year; destroy
vouchers, wmileage work sheets, state- 1 year thereafter.)

ment of accounts, requests for advance of
funds, and related papers. Filed
alphabetically by surnawme of recruiter.

(1951-1957)

111 RECRUITERS' WORKING FILES

' Consists of coples of correspondence, 3.0 Tewporary. Destroy when no longer
interviews, tests, college brochures, needed for reference purposes.
regulations, newsletters, and other
papers collected and maintained by
individual recruiters. Files maintained
for background information and reference
purposes. Filing arrangement varies with

each file.
(1952-1957)

112] STATISTICAL MACHINE LISTINGS

Consists of machine tabulations containing .1 Tewporary. Destroy upon preparation
statistical information on recruitment of annual Recruitment Activity Statistical
activity. Includes weekly and wonthly Report (Form 212).
listings of security initiations, monthly
security processing cancellations, and

. monthly statistics on personnel entering on

duty. This information is posted to Form
548, Recruitwent Activity Cost Analysis
Record and is used in cowpleting Form 212,
Recruitment Activity Statistical Report.

(1957)

Approved For Release 2005/11/21 : CIA- U’Iﬁ-ﬁELA000100260001-4
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113

Approved For Release 2005/11721 : CIA] RDP78-00r87A000100260001-4

PERSONNEL FOLDER LOG

Consists of 3"x5" cards which contain a

record of the receipt and dispatch of

Personnel Folders charged to the Branch.
(1955-1957)

Anpraoved For Bolease 2005/4424- CHA-R!
G a

Tewporary. Destroy when 1 year old.
Cut off at end of each year; destroy
1 year thereafter.)

O848 ZA0004-B80R6
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Mt SCHEDULE NO.
READRISVEINTRORelenee ROO5/11/21 : -D04B7A000100 A7
' CONCURRENCE
OFFICE, DIVISION, BRANCH 25
., Personnel, Personnel Procurement Division, Clerical Recruitment / ' /‘
Branch - — 7T /c/5K
7
ITEM FILES IDENTIFICATION VOLUME D1SPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.)
114 | BRANCH SUBJECT FILE
Consists of correspondence, reports, and other| 1.8 Temporary. Destroy when 3 years old.
papers pertaining to the operation of a (Cut off at end of each year; transfer
recruitument activity for Agency clerical to the Records Center 1 year thereafter.)
positions. Filed alphabetically by subject.
(1956-195T)
115 | REFERRAL CARD FILE
Consists of 3"x5" cards containing information| .l Temporary. Destroy 1 year after
on individuals who were referred to the completion of Branch processing.
Branch for possible Agency employment as (Place in inactive file upon completion
clerks and typists. The names of these of Branch processing; destroy 1 year
individuals were referred by Agency employees thereafter.)
at the request of the Office of Personnel.
Filed alphabetically by surname.
(1957)
116 |RUTURE PROSPECT FILE ’ TP
NA = Feld R e
' Consists of Form 87 (3"x5" card, no title) .1 Temporary. Destroy upon final rejection
containing information on individuals who or declination.
were interviewed for positions but were
re jected because there were no openings at
that time. Serves as a source of information
on possible applicants for specific types
of positions. Filed by position title and
thereunder by surname. o
(1955-195T)
Annrmwww%msc

FORM NO, |39 USE PREVIOUS
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DISPOSITION INSTRUCT IONS

117

118

Approved For Release 2005/11/21 : CIA

SECRET

J HsZ &

Consists of case-filesgon possible
employeee. Includes , Request for
Personnel Action; Form 377, Request: for
Security Clearance; Form 193, (Personal
History Statement, and related papers.
Serves as a suspense file until determina-
tion is made as to whether or not individuall
is an active candidate for employment. /
Filed alphabetically by nawe of recruiter
and thereunder by surname of applicant.
(1956-1957)

APPLICANT SUSFENSE FILE

-
LEAD/SOURCE FILES 9%

Coneists of 5"x8" cards and letter size
forms containing information on colleges,
universities, and other personnel procare-
went leads and sources. The files serve as a
source of information on contacts who way
furnish leads to qualified applicants.

— e : N
Form 37-146, Manpower Source Data Card‘
(5"x8"), and similar, forms on lead/
sources in areas covered by full time
recruiters. Filed alphabetically by
State and thereunder by city and
college.

a.

(Current)

Letter-size form (no title) of lead/
sources in areas not covered by full-
time recruiters. Filed alphabetically
by state.

(Current)

FORM NO.
1 JAN s6

'393 USE PREVIOUS

EDITIONS.

R s

RDP78-00

5

.2

Amwwggﬁg

187A000100260001-4

Temporary.- TRrapsfer to R&SD if
individual is sctive candidate for
employment; destroy all others.

P

e

-

Fer e 76‘5; L e,‘aﬁ:ay Seure
[:;EZ'ﬂést' }(2?5‘C>f'€i

Destroy when superseded or

-

POy

Temporary.
obsolete.

Temporary. Destroy when superseded or

obsolete.
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ITEM NO.l FILES 1DENTIFICATION FYYOLUME DISPOSITION INSTRUCT 1ONS
Approvéd For Release 2005/1 RDP78-00{187A000100260001-4

. . ¢
119 | REPORT OF INTERVIEW FILE mod 157k, Cleri ! € Clmmunicatens Repert o Trterview,

Consists of Form 182, Report of Interview, 5.8 Temporary. Destroy when 1 year old.
Form 182a, VITA, and related papers which (Cut off at end of each year; destroy
provide a record on each contact interviewed 1 year thereafter.)

and the disposition of each case. The file
contains copies of Form 182 on those who 7
are acceptable, and Form 182a on those

re jected or who did not respond. Filed *
alphabetically by recruiter's name and there-
under by name of contact.

(1956-1957)

RECRUITERS' TRAVEL FILE

Consists of case files on recrulters' travel. Temporary. Destroy when 1 year old.
Includes travel orders, travel vouchers, (Cut off at end of each year; destroy
wileage work sheets, statements of accounts, 1 year thereafter.)

requests for advance of funds, and related
papers. Filed alphabetically by name of

recruiter.
(1956-195T7)

RECRUITERS' INFORMATION FILE

Consists of instructions and guides regarding Temporary. Destroy when superseded
conditions of ewploywent, reasons for or obsolete.
cancellation of processing, Overseas :
opportunities, advertising, testing and
other requirement activities. Serves as
a guide to recruiters.

(Current)

q =T

14724 - CLA 0586
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VOLUME

DISPOSITION INSTRUCT IONS

122

123

124

125

Approved For Release 2005/1 1gE

COST ANALYSIS FILE

Consists of Form 548, Recruitment Activity
Cost Analysis Record, containing information
on the cost of recruitwent activity, The
information is used as the basis for the
preparation of Form 212, Recruitment Activity|
Statistical Report, and other periodic reports
One of these 5"x8" cards is maintained on
each Branch emwployee.

name.
(1957)

STATISTICAL MACHINE LISTINGS

Consists of wachine tabulations containing

statistical inforwation on recruitment activigpy

Includes weekly and monthly listings of
security initiations, monthly security
processing cancellations, and monthly
statistics on personnel entering on duty.

Activity Cost Analysis Record and is ued
in completing Form 212, Recruitment Activity
Statistical Report.

' (1957)

LIBRARY MATERIAL

Conststs of bound library books, diction-
aries, guides, wanuals, etc., waintained for
reference purposes.

REFERENCE PUBLICATIONS FILE
Consists of published material, primarily

college and university brochures, maintained
for reference purposes.

Filed alphabetically bly

P78-004

.1

-This
information is posted to Form 548, Recruitmenk

2.0

3.3

P

b5
Annrmﬁd.En.r_Bel.aas.e.ZQ.uim.LZJ;QlAj

FORM NO. '39a USE PREVIOUS

t JAN s6

EDITIONS.

B7A000100260001-4

Temporary. Destroy upon preparation
of related annual reports.

Temporary. Destroy upon preparation of
annual Recruitment Activity Statistical
Report (Form 212),

Temporary. BReturn to Library when

no longer needed for reference purposes.

Tewporary. Destroy when no longer
needed for reference purposes.

7A000100260001-4

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET
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OFFICE. DIVISION, BRANCH sS1 25

= Personnel, Personnel Procurement Division, Departmental Recruitment / /

Branch T '

. JTITD /O/5§
/ / 4

I1TEM FILES 1DENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.) . DISPOSITION INSTRUCTIONS

126 | REPORT OF INTERVIEW FILE

Consists of Form 182, Report of Interview, 12.0 Temporary. Destroy when 2 years old.
Form 182a, VITA, and related papers which
provide a record of all applicants inter-
. viewed and the disposition of each case made.
by the Brancy. The file contains copies of
Form 182 on applicants who are acceptable,
and Form 182a on those rejected. Filed —
alphabetically by surname. !

(1955-1957) !

127 | PERSONNEL REQUISITION FILE

1018
Consists of copies of Forw 37=92, Personnel .5 Temporary. Destroy when cancelled or
Requisition Inventory Card. These 3"x5" superseded.
cards represent recruitment requests
initiated by the various Offices and serwve
as a guide for recruiting. Consists.
of three sets filed by serial number, unit
code, and specialization code.

(Current)

128 | APPLICANT FOLDER LOG

Record of the receipt, and dispatch of all 2 Temporary. Destroy when 1 year old.
applicant folders charged to the Branch. (cut off at end of each year; destroy
Contains mame of applicant, name of requestor) 1 year thereafter.)
disposition, and date. Filed alphabetically
by name of applicant.

(1956-195T7)

rens
b}aﬁ[{i&lﬂnnm 00260001-4

|
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ITEM NO. FILES IDENTIF ICATION - VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 200§ gﬁhl‘ DP78-00487A000100260001-4
129 | TIME AND ATTENDANCE FILE
Consists of a record of overtime worked 2 Temporary. Destroy when 1 year old.
and leave taken by employees of the Branch. (Cut off at end of each year; destroy
Filed alphabetically by surnawe. 1 year thereafter.
- (195%-1957)
130 | SECURITY INITIATIONS FILE
Consists of machine listings of all Security .2 Temporary. Destroy when 1 year old.
processing initiations. Used as a Check on (Cut off at end of each year; destroy
security initiations requested and as a 1 year thereafter.)
source of information for the monthly activity
report. Filed chronologically.
(1956-1957)
131 | COST ANALYSIS FILE
Consists of Form 548, Recruitment Activity 1 Tewporary. Destroy upon preparation
Cost Analysis Record, containing information of related annual reports.
on the cost of recruitment activity. The
inforwation is used as the basis for the
preparation of Form 212, Recruitment
Activity Statistical Report, and other
periodic reports. One of these 5"x8" cards
is maintained on each Branch employee.
Filed alphabetically by name.
(1957)
Approved For Rele - - ZA000100260004-4
FORM NO.

1 JAN 56

'393 USE PREVIOUS

EDITIONS.
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132

133

134

135

] VOLUME
Approved For Release 2005/1gfcﬁﬁ-iiﬁ8-004

STATISTICAL MACHINE LISTINGS

Consists of machine tabulations containing
statistical information on recruitwent
activity. Includes weekly and wmonthly
listings of security initiations, monthly
security processing cancellations, and
wonthly statistics on personnel entering on
duty. This information is posted to Form
548, Recruitwent Activity Cost Analysis
Record and is used in completing Form 212,
Recruitwent Activity Statistical Report.
(1957)

RECRUITERS' WORKING FILES

Consists of copiles of correspondence,
regulations, notices, statistical reports,
test material, and other papers collected
and maintained by individual recruiters.
Files waintained for background information
and reference purposes. Filing arrange-
ment varies with each file.

LIBRARY MATERTAL

Consists of bound library books, dictionariels,

guides, wanuals, etc., maintained for
reference purposes.

REFERENCE PUBLICATIONS FILE
Consists of published material such as

CIA Regulations and Notices, PPD Meworandum
and Newsletters, and brochures.

FORM NO.
1 JAN Ss¢

'393 USE PREVIOUS

EDITIONS.

4
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2.4

7A000T00260001-4

Temporary. Destroy upon preparation
of annual Recruitwent Activity
Statistical Report (Form 212)

Tewporary. Destroy when no longer
needed for reference purposes.

Temporary. Return to library when no
longer needed for reference purposes.

Temporary. Destroy when no longer
needed for reference purposes.

87A000100260001-4
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s SCHEDULE NO. 40-57
el /11121 : 78-00487A000100260001-4 -
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OFFICE, DIVISION, BRANCH S 1GN A R 25
’ Personnel, Personnel Assignmwent Division, Office of the Chief [7i7ee PTE G S €
’ & ’ Ac/ PAD &fo
ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
136 | DIVISION SUBJECT FILE
Consists of correspondence, reports, and 4.0 Temporary. Destroy when 3 years old.
other papers pertaining to the screening of (Cut off at end of each year; transfer
applicants for employment; assignment and to the Records Center 1 year thereafter.)
‘ development of personnel; counseling of '

employees; and the authentication of official
personnel actions. File alphabetically

by subject.
(1952-1957)

137 | SEMI-ANNUAL PROGRESS REPORTS FILE

Consists of semi-annual reports prepared .1
for the Director of Personnel. These

- reports contain summarized information

) taken from the bi-weekly reports and out-
line progress, program plans, and objectives.
Filed chronologically.

(1955-1957)

Tewporary. Destroy when 2 years old.

.‘ 138 | CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing 2
correspondence maintained for convenience
of reference. Filed chronologically.

(1955-1957)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

- SECRET

Apnroved For Release 2005/11/21 - CIA-RDP78-00487A000100260001-4

FORM NO. ‘39 USE PREVIOUS (a1)
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FILES IDENTIFICATION

139

1o

525

MARRIAGE TO AE¥REN FILE

EMPLOYEE RECORD CARD FILE

MACHINE LISTINGS

Géfﬁr;oved For Release 200511721 : QIATK

Consists of correspondence and related
papers pertaining to Agency employees
contemplating marriage to aliens. File
contains information used by the Division
in evaluating each case and recommending
its disposition to the DCI. TFiled
alphabetically by name of employee.
(1954-1957)

Consists of OFkb, Employee Record Card,
maintained on each Division employee
and used as a basis for initiating
personnel actions; recording personnel
actions, training, and qualifications;
and noting other information needed in
the management of Division personnel.
Filed alphabetically by name.

Current)

Consists of copies of machine listings
containing rosters of personnel and
statistical information on personnel
activities such as security initiations,
ewployee EOD's, etc. Maintained for
convenience of reference.

(Current)

A - -

FORM NO. '3ga USE PREVIOUS

1t JAN s6¢

EDITIONS.

VOLUME DISPOSITION INSTRUCT |ONS
P78-00447A000T0026000T-4

.1 Temporary. Destroy 1 year after final
disposition of case. -

.1 Temporary. Destroy upon separation of
employee, or forward to geining
component upon transfer of employee
within the Agency.

L Temporary. Destroy when superseded or
obsolete.

ZA000100260001-4
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ITEM N0 T orC U RUBAR00887A0001002600D15A05 1 T |ON_INSTRUCT [ONS

| pE
142 | EMPLOYEE RELATIONS WORKING FILE SEE I

i, i Consists of correspondence, instructions 1.0 Temporary. Destroy when superseded
and guides, sample letters, and related or obsolete. .

waterial used in handling employee

problems such as employee indebtedness,

job inefficiency, security, improper

conduct, etec. File maintained for back-

. ground inforwation and reference purposes.

(1951-1957)

143 | EMPLOYEE RELATIONS CASE FILES

Consists of case files on the more serious 5
problem cases containing extra copies of
correspondence, reports, and other papers:
pertaining to the handling of each case.
Copies of pertinent actions or wemoranda
are placed in the individual's Official
Personnel Folder. Filed alphabetically

by name.
(1952-1957)

Forward to Records and Services Division
to be placed in Official Personnel
Folder upon final disposition of case;
destroy duplicate waterial immwediately.

144 | EMPLOYEE RELATIONS MONTHLY REPORT FILE

Consists of copies of activity reports

prepared monthly for the Inspector General. -1 g:gggsagﬁ; rg;:::gzéwgzgpgget?nger
The reports are summaries of cases pre-
sented to the Disposition Board and include

. the Board's recommendations and statistics

on less serious cases such as employee

indebtedness, abuse of privile§ges, ete.
Filed chronologicall

(1954 1957)

. SECRET

e 139a e Approveg FayrBeleanerRBESSEHE v EIA-RIRY A4 EA09AE092600014
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ITEM NO. FILES IDENTIFICATION
E Approved For Release 200571 11z1§

145 | SELECTIVE SERVICE FILE

A r 000 |EQ2E""“QI§POSIT'ON INSTRUCT I ONS

. Consists of case files on Agency employees 2.5 Temporary. Destroy 1 year after cancella-
eligible for deferrmwent from the wilitary tion or expiration of the request.

service and those with reserve obligations
to the military who have been granted
Permission to leave the country on official -
business. File contains copies of‘_vge*lggy;yem/ N

Service Action Requests, approvals and dis- S For Y4 5‘"
approvals of the requests » correspondence -

with the Director of Selective Service, the

gggzi'g;rggtze;:;::glaxe‘:cl;lagggiiz glf;e Offici:in V 'A”.: g L.U/M’ﬁ g f»‘/ “I/: ]cf N
® Fersonel Folder.  Filed alphabetically by nape. |9 v 575g celective
Y Zrree hecerd S
146 | REFERENCE PUBLICATIONS FILE '
Consists of published material such ag 18.7 Tewporary. Destroy when no longer
regulations, notices, handbooks , ete., needed for reference purposes.

waintained for reference purposes.

ZA000100260001-4
RECORDS CONTROL SCHEDULE - CONT INUATION SHEET R s

FORM NO. USE PREVIOUS
1 JAN 36 139a EDITIONS,
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OFFICE, DIVISION, BRANCH SI1GNATURE

Personnel, Personnel Assignment Division, Qualifications
| Anelveis Branch

ITEM FILES IDENTIFICATION VOLUME JON INSTRUCT IONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cupIC FT.) DISPOSIT

147| QUALIFICATIONS REGISTERS

Consists of wachine listings of applicants,
euployees, and consultants whose qualifica-
tions have been coded for future reference.
The listinges are used in furnishing re-
questing offices names of individuals
qualified for a given type of position.

a. Applicant Listings. Consists of Temporary. Destroy upon receipt of
information on applicants considered revised listing.
to have special qualifications. ’
Arranged by work experience, area
knowledge or specialty, college major,
language skills, and position for
vhich best qualified. In addition,
a master listing by Serial number is
maintained as a cross-reference.

(Current

b. Employee Listings. Consists of informa-
tion on Agency employees coded and
arranged by area specialty, language
skills, college major, current position,
and Agency work experience. In addi-
tion, a master listing by serial number
is maintained as a cross reference.

(Current

Temporary. Déstroy upon receipt of
revised listing.

Annrmmwmw&ﬁ&&g

FORM NO. USE PREVIOUS
1 JAN 56 Isg ED!TIONS.
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' VOLUME DISPOSITION INSTRUCT fONS

17

Approved For Release 2005/3RUIER

QUALIFICATIONS REGISTERS CONTD

c. Consultant Listings. Consists of
information on consultants whose
qualifications have been coded for
future reference. Arranged by
specialization and alphabetically by
name thereunder.

(Current)

DATE OF LAST CONTACT REGISTER

Consists of wachine listings of appli-
cants whose qualifications have been
coded. Contains the date on which the
applicant was last contacted and is used
in requesting the applicant's file for
review and possible deletion of the
applicant from the various registers.
Register is arranged chronologically by
date of last contact and alphabetically
by name thereunder.

(Current)

APPLICANT DELETION FILE

Consists of retained copies of lists
forwarded to the Machine Records Division.
The lists contain the names of applicants to
be deleted from the applicant registers.
Filed chronologically.

%1957)

Approved For Release 2005/11/21 : Cl

RDP78-00487A000100260001-4

Tewporary. Destroy upon receipt of
revised listing.

Temporary. Destroy upon receipt
of revised listing.

Temporary. Destroy upon receipt
of revised registers.

ﬁBWﬁuﬁoLsmoom 00260001-4

FORM NO.
1 JAN 36

USE PREViIOUS
EDITIONS.
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FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCTIONS

150

151

152

QUALIFICATION REGISTER ANALYSIS FILE

QUALIFICATION ANALYSIS CROSS-REFERENCE

CODE

Approved For Release 28£CRE'I

Consists of Form 537, Request for
Qualifications Register Analysis. This
form is received from Offices requesting
the Branch to review the registers for
individuals with certain qualifications.
After filling the request a copy of the
form, with the nawes of qualified
candidates, is placed in this file and
used for reporting purposes and answering
similar requests. Filed organizationally
and chronologically thereunder.

1

Consists of a 3"x5" card file used as a

cross-reference to the Qualification

Register Analysis Files. Filed by

category (applicant or employee) and

thereunder by qualification.
(1954-1957)

BOOKS

Consists of loose leaf binders containing
the numerical code used in coding the
qualifications of applicants, consultants,
and employees. The coded qualifications
are recorded on Form 699, Emmhemee- Qualifica-
tion Code Sheet, which is forwarded to
Machine Records Division to be included
in the Qualifications Registers (Item 147).
(Current

LIA-RDP7¢

5

5.5

St

Rii

-00487A000100260001-4

Tewporary.

Tewporary.

Temporary.
obsolete.

Destroy when 6 wonths old.

Destroy when 6 months old.

Destroy when superseded or

i 13ea e APRRY

1 JAN s8
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. ITEM NO. FILES IDENTIFICATION ] | voLuMmE DISPOSITION INSTRUCT IONS
. Approved For Release ZOOSI‘SIEURETDPR-OM 87A000100260001-4
., 153 | REFERENCE PUBLICATIONS FILE
Consists of published material such as 5.7 Temporary. Destroy when no longer needed
regulations, notices, occupational hand- for reference purposes.

books, and similar reference material.

N E
Approved For Release 2005/11/21 : CIA-“%%&?’&EL7AOOO1OOZGOOO1-4
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CONCURRENCE
OFFICE, DIVISION, BRANCH - SIGNATURE
Personnel, Personnel Assignment Division, Support Branch TITLE DATE
ITEM FILES IDENTIFICATION VOLUME s
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTION

154 BRANCH SUBJECT FILE

Consists of correspondence, reports, and 1.0 Temporary. Destroy when 2 years old.
other papers accumulated in the general (Cut off at end of each year; destroy
administration of the activities of 2 years thereafter.)

‘ the Branch. Filed alphabetically by subject :

(1953-1957)

155 ACTIVITY REPORTS FILE

Consists of bi-weekly reports covering .3 Temporary. Destroy when 1 year old.
the activities of the individual Placement (Cut off at end of each year; destroy
. Officers. These reports contain stetistics ! 1 year thereafter. )
. on the number of applicants interviewed,

follow-up interviews, reassignments,
epplicant cancellations, etc., and are
prepared for the Branch Chief. Filed
chronologically.

(1954-1957)

156 SEMI-ANNUAL PROGRESS REPORTS FILE

Consists of a narrative type report prepared for the .2 Temporary. Destroy when 2 years old.
Division Chief on a semi-annusl basis. These
reports contain summarized information teken from
activity reports and highlight accomplishments
and significant developments.

(1954-1957)

§ECRET .
Approv. : 00044

FORM NO. |39 USE PREVIOUS
1 JAN 56 EDITIONS.
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FILES IDENTIFICATION

157

VOLUME
Approved For Release Z@Eﬁﬁﬁﬁmws-ﬁtj#mwm00260001-4

CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing
correspondence maintained for conveniénce
Filed chronologically.
(1955-1957§

of reference.

REVIEW PANEL FILES

Consists of two files maintained by the
Chairman of the Medical, Security, Personnel
Review Panel. The files pertain to
applicants™ and employees™ personal probleus,
wedical disabilities, moral misconduct, ete.,
which have been brought to the attention of
the Panel for review and dispositionm.

a.,

Case Files. Consists of case files con-
taining wemoranda for the record and
retained copies of correspondence which
is sent to the Medical Staff, Security
Office, and the Official Personnel
Folder File. Filed chronologically and
alphabetically by name thereunder.
(1953-1957)

Card File. Consists of 3"x5" cards on

each case containing detailed information
on the case and serves as a crogss-referente
to the Case File.
by name.

Filed alphabetically
(1953-1957)

.2

RT]
DP/3

‘FORM NO. \Qa USE PREVIOUS
1t JAN s8¢ '39a

Appraved Eor Release 2005/11/21 - CIA

DISPOSITION INSTRUCT IONS

Temporary. Destroy when 1 year old.

year; destroy

(Cut off at end of each
1 year thereafter.)

Temporary.
tion of case.

upon disposition of case; destroy 1 year
thereafter.

Destroy 1 year after disposi-
(Place in inactive file

Temporary. Destroy 1 year after disposi-
tion of case. (Upon disposition of case

place in Case File with appropriate case;
destroy 1 year thereafter.

-‘UUiB7A0001 00260001-4

EDITIONS.

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET
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5 Approved For Release 2005/1 1/&}_@“@3’978-004 87A000100260001-4
159| QUALIFICATICNS ANALYSIS REQUEST FILES

i Consists of files waintained by the Place- .1 Temporary. Destroy when 1 year old.
ment Officers containing copies of Form
537, Request for Qualifications Register
Analysis, which represent positions to be
filled. This form serves as a request from
an office for the Placement Officer to
provide qualified personnel from within the
Agency to fill vacancies and to effect |
reassignment of personnel. Filed chronologit
cally by date of request.
(1954-195T)

160| POSITION DESCRIPTION FILES

Consists of copies of Form 387, Position 2.1 Temporary. Destroy when superseded or
Description, maintained by the appropriate obsolete.

Placement Officer on each position, filled
or vacant, under his jurisdiction. The form
contains information on the position such

as title, number, requirements, duties,
responsibilities, etec.. The file is used

to assist in the selection of personnel to
11l vacant positions through meassignment
or appointment action. Filed organizationally
and by position thereunder.

(Current)
. 161! EMPLOYEE SUMMARY WORK SHEET FILES
Consists of Form 80, Employee Suwmary Work- 5.7 Forward to Records and Services Division
sheet, containing information on ewployees, to be placed in appropriate personnel
such as work experience, education, train- folder when emwployee terminates.

ing, qualifications, present position, etc.
The work sheet is used by Placement Officers
in evaluating an employee's qualifications
and effecting his placement or reassignment.
Filed alphabetically by name.

(1951-1957)

o
Approved For Release 2005/11/21 : CIA-&E ﬁﬁEAOOMOOZGOOMA
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162| FIELD REASSIGNMENT FILE
Consists of Form 202, Field Reassignment .2 Temporary. Destroy upon reassignment.
Questionnaire, maintained on ewployees who
are being scheduled for return from the
Field. Form contains information of present}:
assignment, duties and responsibilities,
ewployees preference for next assignment,
duty station, etc. This file is used in
planning the assignment of the ewployee
in his area of career developument. Filed
chronologically by date of expected

' return.
(1956-1957)
6 up Jervicew e rrtrol
163| INTERVIEW FOLLOW-UP FILE Fellow-Up T rdervic ( ,
Consists of Form 80bf‘3"x5" cards used as a .1 Temporary. Destroy after completion
tickler in scheduling follow-up interviews of follow-up actions.

on new euployees for purposes of determin-

ing job satisfaction and advising thew

on problems which may have arisen. The

cards contain the name of employee, EOD

date, where assigned, and title and grade.

Filed chronologically by follow-up date.
(Current

164! PLACEMENT OFFICER'S WORKING FILES

. Consists of copies of correspondence, 1.k Tewporary. Destroy when no longer
. newsletters, copies of in-and-out casual needed for reference purposes.
reports, overseas vacancy reports, and
other papers collected and maintained by
individual Placement Officers. Files
are waintained for background information
and reference purposes. Filing arrange-
ment varies with each file.

(1952-1957T)

Appra

FORM NO. |393 USE PREVIOUS
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ITEM NO. FILES IDENTIFICATION e g gy VOLUME DISPOSITION INSTRUCT IONS
Approved For Release ZOO@EU”E RDP78-00487A000100260001-4

‘ ILE
165 RECRUITMENT REQUEST F )5z w152

Consists of coples of €P=5Z, Request For Temporary. Destroy when 1 year old.
Personnel Action, submitted by organiza- (Cut off at end of each year; destroy
tional units as recruitment requests. 1 year thereafter.)

Originad copies of SF«52- are forwarded to th
~Personnel Procurement Division for pre-

paration of the Personnel Requisition

Inventory Card (Form 1078). These copies

of the Form are maintained by Placement

Officers for reference purposes. Filed

chronologically by date of request.
T——— (1954-1957)

5% & 11 52%
EMPLOYEE AND APPLICANT FOLDER LOGS

Logs waintained by the Placement Officers Temporary. Destroy when 1 year old.
as a record of the receipt and dispatch (Cut off at end of each year; destroy
of employee, and in some instances appli- 1 year thereafter.)

cant folders charged to the Branch. Logs
contain name of employee or applicant, nawme
of requestor, disposition, and date. Filed
alphabetically by name of employee or

applicant.
(1955-1957)

APPLICANT FOLDER TICKLER FILES -

Consists of copies of Form 439, Control Temporary. Destroy upon

Card, wmaintained by individual Placement completion or cancellation of processing.
Officers to record the receipt and
dispatch of applicant folders charged to the hd
Branch. These cards also serve as a tickler
for follow-up correspondence which is sent f
applicants at prescribed intervals during
processing. Filed chronologically by date
correspondence is due.

(1957)

1AQ000100260004-4

FORM NO. '393 USE PREVIiOUS
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ITEM NO. FILES IDENTIFICATION ] | voLume | DISPOSITION INSTRUCT [ONS
. Approved For Release 2005/ : DP78-00487A000100260001-4

168 CHANGE OF CAREER SERVICE DESIGNATION FILE

Consists of 5"x8" cards containing names Wl Tewporary. Destroy when 1 year old.
of employees whose Career Service de&igna- (Ccut off at end:.of each year; destroy
tion has been changed. Information includes 1 year thereaft'er.)

employee namely, grade, title, and the new
service designdtion., File maintained for
convenience of reference. Filed alphabe-
tically by nawme.

(Undated)

. 169 MACHINE LISTINGS FILE

Consists of extra copies of machine listings .6 Temporary. Destroy when superseded or

containing rosters of personnel and statis- obsolete. )

tical information on personnel activities,

waintained for convenience of reference.
(Current)

170 REFERENCE PUBLICATIONS FILE

Consists of published waterial such as b1 Temporary. Destroy when no longer
regulations, notices, handbooks, guides s ete.}, needed for reference purposes.
waintained for reference purposes.

p
Approv [21 : CIA §87A000100260001-4
FORM NO. '393 USE PREVIOUS

1 JAN s6 EofTions. RECORDS CONTROL SCHEDULE - CONTINUATION SHEET ‘ . i 1AV




REABRISVEANTRORIHES B0D5/11/21 : CIABLRRE004

SCHEDULE NO.
7A0001 nn9nnnnl*|qz5 L

CONCURRENCE

OFFICE,

DIVISION, BRANCH

Personnel, Personnel Assignment Division, Intelligence Branch

SIGNATURE

TITLE DATE

I TEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

DISPOSITION INSTRUCTIONS

17t

172

173

ACTIVITY REPORTS FILE

Consibs of bi-weekly reports covering
the activities of the individual Placement
Officers. These reports contain statistics
on the number of applicants interviewed,
follow up interviews, reassignments,
applicant cancellations, etc., and are
prepered for the Branch Chief. Filed
chronologicallye.

(1957)

CONVENIENCE FIIE (Reading)

Consists of extra copies of outgoing
correspondence maintained for convenience
of reference. Filed chronologically.

(1954-195T)
POSITION DESCRIPTION FILE

Consists of copies of Form 387, and For‘zé?f
1387 Position Description, maintained by

the appropriate Placement Officer on each
position filed or vacent under his Jjuris-
diction. The form contains informstion on
the position such as title, munber, duties,
responsibilities, requirements, etc.
file is used to assist in the selection of
personnel to fill vecant positions through
reassignment or appointment action.
organizationally and by

Anprovga”'st

b

%

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

27
1.3 Temporary. Destroy when superseded or
obsolete.
The
Filed
osition thereunder. e
ease 2005/11/21 : CIA-RDP78:00487A000100260001-4

FORM NO.
1 JAN 56

USE PREVIOUS
139 EDITIONS.

(a1)




ITEM NO.|

VOLUME

DISPOSITION INSTRUCT IONS

17k

175

176

REASSIGNMENT REQUEST FILE

INTERVIEW FOLLOW-UP FILE

FILES IDENTIFICATION g
APPIUVWWEWP A-IRDP78-004

EMPLOYEE SUMMARY WORK SHEET FILES

Consists of Form 3735, Employee Summary
Work Sheet, containing information on ]
employees such as work experience, educa-
tion, training, qualifications; present
position, etc. The work sheet is wsed by
Placement Officers in evaluating anfls-
employee's Qualifications and effect¥i@<his
placement or reassignment. Filed
alphabetically-by name.

(1953-1957)

>,

Consists of an unnuuwbered form, titled
Y"Reassignment Request", (5"x8“3 containing
information on individuals requesting
transfers within the Agency. The form con-
tains information on date interview was
conducted by Placement Officer, action taken

3.7

[
comments of Placement Officer, date of written

release from releasing office, education,

etc. Used as a reference to the disposition

of each case. Filed organizationally and

alphabetically by nawe thereunder.
(1955-1957)

Consists of 3"x5" cards used as a tickler
in scheduling follow-up interviews on new
employees for purposes of determining Jjob
satisfaction and advising them on problems
which may have arisen. The cards contain

the nawe of employee, EOD date, where assigned,

and title and grade.
by follow-up date.
(Current)

Filed chronologically

F . PREVIOUS
o, 1398 13110

1 JAN s¢

Approved For Release 2005/11/21 - Q|A-Eﬁ&j7Annm 00260004.4

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET
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Forward to Records and'Serﬁiees Division
to0 be placed in qpprdpriate personnel
folder when employegzterminates.

Temporary. Destrggfupon final disposition
of case. =
Temporary. Destroy after completion of

follow-up actions.
A S N
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ITEM NO.

FILES IDENTIFICATION

177

178

179

Approved For Release ZOOSECREIT-—FHD\I?%M‘E

REPORT OF INTERVIEW FILE ‘

18=z
Consists of extra copies of Foru 3%XFf,
Report of Interview, prepared by ORR on
contacts interviewed. These reports were
sent to the Branch for coordination and as
information on individuals contacted by ORR
for possible Agency ewployment. Filed
alphabtetically by name.

(1954-1957)

PLACEMENT (FFICERS' WORKING FILES

Consists of coples of correspondence,
newsletters, copies of in and out casunal
reports, reassignwent wemo's, and other’
papers collected and maintained by indivi-
dual Placement Officers. Files are main-
tained for background information and refer
ence purposes. TFiled alphabetically by

sub ject.
(195%-1957)

L

RECRUITMENT REQUEST FILE
N5
Consists of copies of SB52, Request For
Personnel Action, submitted by organizationhl
units as recruitwent requests. Original
~¢oples of .SPF2"are forwarded to the
Personnel Procurement Division for pre-
paration of the Personnel Requisition
Inventory,Card, (Form 1078). These copies
of the form are waintained by Placeument
Officers for reference purposes. Filed
chronologically by date of request.
(1954-1957)

H5&

FORM NO. ‘393 :;7”'::;‘!0(1:

1 JAN sg

DISPOSITION INSTRUCTIONS

2.0

2

7AU000700260001-4

Temporary. . Pestroy when 6 months
old. Sl

Temporary. Destroy when no longer
needed for reference purposes.

Temporary. Destroy when request is filled
or cancelled.

87A000100260001-4

RECORDS GONTROL SCHEDULE - CONTINUATION SHEET
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ITEM NO. FILES IDENTIFICATION ] VOLUME DISPOSITION INSTRUCT IONS
te Approved For Release 200§E€R:E)“\-RDP78-OOA87A000100260001-4
i 180 PERSONNEL REQUISITION FILE
Consists of copies of Form 1078, Personnel 1 Tewporary. Destroy when cancelled or
Requisition Inventory Card, provided by the superseded. .

Personnel Procurement Division. These
3"x5" cards represent vacancéies in the
various offices for which recruitment is
being conducted. Filed numerically by
serial code nuuber.

(Current)

. 181 EMPLOYEE AND APPLICANT FOLDER LOGS

Logs maintained by the Placement Officers L Tewporary. Destroy when 1 year old.
as a record of the receipt and dispatch of (cut off at end of each year; destroy
employee, and applicant folders charged 1 year thereafter.)

to the Branch. Logs contain names of

employee or applicant, nawe of requestor,
disposition, and date. Filed alphabetically
by name of employee or applicant.

( 1954-195T)

182 APPLICANT FOLDER TICKLER FILE

Consists of coples of Form h39, Control 1 Temporary. Destroy upon completion
Card; maintained by individual Placeument or cancellation or processing.
Officers to record the receipt and dispatch

. of applicant folders charged to the Branch.
These cards also serve as a tickler for

follow-up correspondence which is sent to
applicants at prescribed intervals during
processing., Filed chronologically by date
correspondence is due.

(1957)

s =y
Annrovwmnm_-mﬁ%& ZA000100260001.4
FORM NO. l393 USE PREVIOUS

1 JAN 6 EDITIONS. RECORDS CONTROL SCHEDULE . CONTINUATION SHEET Lot :




ITEM NO. ) FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS

fa ) Approved For Release ZOOSSECRET RDP78-00487A000100260001-4
5 183 MACHINE LISTINGS J
Consists of extra copies of machipe:listing oMb Tewporary. Destroy when superseded or

containing rosters of personnel and statis- obsolete.

tical information on personnel agkivities,

waintained for convenience of refegence.
(Current) =

18k REFERENCE PUBLICATIONS FILE

Consists of published wmaterial such as 3.2 Temporary. Destroy when no lorger needed
’ regulations, notices, handbooks, guides, for reference purposes.
etc., waintained for reference purposes.

Approved For Release 2005/11/21 : CI@@RE$}87A000100260001-4 B
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SCHEDULE NO.

R RGARDE GO FIROReIBSIsEDR005/11/21 : CIA-RDP78-00487A000100260001-4 40-57
JEPRETTN CONCURRENCE

OFFICE, DIVISION, BRANCH . S1GNATURE

Personnel, Personnel Assignment Division, Clandestine Services

TITLE DATE
Branch :

ITEM FILES IDENTIFICATION - VOLUME TIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) ccusrc FT.) DISPOSITION INSTRUCTION

185 | BRANCH SUBJECT FILE

Consists of correspondence, reports, and other 1.6 Temporary. Destroy when 2 years old.
papers accumulated in the general adwinistra-| (Cut off at end of each year; destroy
tion of the activities of the Branch. Filed 2 years thereafter.)

. alphabetically by subject.

(1954-1957)

186 | ANNUAL PROGRESS REPORTS FILE

Consgists of a narrative type report prepared .1 Temporary. Destroy when 2 years old.
for the Division Chief summarizing the
accouplishments and significant developments
during the year.

(1955-1957)

187 | CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing corres- 7 Temporary. Destroy when 1 year old.
pondence waintained for convenience of (Cut off at end of each year; destroy
reference. Filed chronologically. 1 year thereafter.)

4 (1954-1957)

188 | QUALIFICATIONS ANALYSIS REQUEST FILES

Consists of files maintained by the Placement] 2 Tewmporary. Destfoy when 1 year old.
Officers containing copies of Form 537,
Request For Qualifications Register Analysis,
which represent positions to be filled. The
. form serves as a request from an office for
the Placemwent Officer to provide qualified pepr-
sonnel from within the Agency to fill vacancies
and to effect reassignment of personnel.

Filed chronologically by date of request.

195k - Lt
Appro&eg?:orlag@ase 2005/11/21 : CIA-RDP78-00487A000100260001-4

FORM NO. |39 USE PREVIOUS (41)
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ITEM NO.|

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

189

190

191

FIELD REASSIGNMENT FILE

RETURNEE FILE

PERSONNEL FOLDER FILE

Approved For Release 2005/11/21 : 5&%%%78-00487A000100260001-4
!

Consists of Foruw 202, Field Reassignuwent
Questionnaire, maintained on employeeswho
are being scheduled for return from the
field. Form contains information on present
assignment, duties and responsibilities,
employees preference for next assignment,
duty station, etec. The file is used in
planning the assignment of the employee in
his area of career development. Filed
alphabetically by nawme.

(1956-1957)

Consists of 3"x5" and 5"x8" cards containing
names of ewployees who are scheduled for retur
from the field. Cards serve as a tickler file
on returnees expected date of arrival at
headquarters and are used in initiating
reassignment actions. Filed chronologically
by date of expected return.

(Current)

Consists of case files waintained on personnel
with CS career designations. These files
contain copies of personnel docuwents which
reflect the assignment, transfer, promotion,
and separation of CS employees; also includes
travel orders, statements of accounts, fitness

.2

56.3

reports, biographic profiles, and other inforpa-

tion used in administering the activities of

these people. Official Personnel Folders

are maintained by the Records And Services

Division. Filed alphabetically by name.
(Current)

SECRET

Temporary. Destroy upon reassignment.

Tewporary. Destroy upon reassignment.

Tewporary. Forward appropriate material
to RSD for incorporation in Official
Personnel Folder, destroy all other
material 1 year after transfer or separa-
tion of employee.

FORM NO. 139& USE PREVIOUS

1 JAN s6

121 : CIA-RDP78-00487A000100260001-4
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ITEM NO. . FILES IDENTIFICATION . | voLume DISPOSITION INSTRUCT |ONS
' Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4

ENRVIIEEA

192 | CAREER SERVICE RECORD CARD FILE

Consists of Form T23, Career Service Board .9 Tewmporary. Destroy upon change of Career
Record (5"x8"), containing information on service designation or when employee
employee career developmwent. Information terminates.

includes employee work experience, education,

language skills, Agency employwent history,

etc., used in the selection of employees for

membership in the Career Staff and in effectihg

reassignments, transfers, and training.
Filed alphabetically by name.

. (Current)

193 | VACANCY REPORT FILE

Consists of memoranda submitted by operating .3 Temporary. Destroy when 1 year old.
offices containing information on positions (Cut off at end of each year; destroy
] to be filled. Information includes position 1 year thereafter.)

title, grade, desired qualifications, physical

location of position, etec. These meworanda -

. serve as guides to Placewent Officers in

reassigning returnees or as a basis for pre-

paration of Form 537, Request for Qualifications‘

Register Analysis. Filed organizationally.
(1956-1957)

. 194 | PLACEMENT OFFICERS' WORKING FILES

Consists of copies of correspondence, news- 2.5 Temporary. Destroy when no longer
letters, copies of in-and-out casual reports, needed for reference purposes.
overseas vacancy reports, and other papers
collected and maintained by individual
Placement Officers. Files are maintained for
background information and reference purposes
Filing arrangement varies with each file.
(1953-1957)

SEGRET

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001.-4
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FORM NO. USE PREVIOUS
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ITEM NO. _ FILES IDENTIFICATION ] | voLuve | DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIAﬁ;Dst«.OOﬂSTAOOM00260001-4

195| STAFF AGENT NAME INDEX

Consists of two 4"x6" loose leaf binder files, .1 Temporary. Destroy both files upon
a true name file and a pseudonym file. completion of processing.

Both files contain a code nuwber which
serves as a cross-reference. The index is
used in processing Staff Agents to Staff
employee status. Files are arranged organi-
zationally and by nawe thereunder.

(Current)
. 196 INTERVIEW FOLLOW-UP FILE
Consists of 3"x5" cards used as a tickler .2 Temporary. Destroy after completion
in scheduling follow-up interviews on new of follow-up actions.

employees for purposes of determining

job satisfaction and advising them on -

problems which wmay have arisen. The cards — Ferim ZBO A o

contain the name of employee, EOD date, L fﬂ;)

where assigned, and title and grade. Filed

chronologically by follow-up date.
(Current)

197| EMPLOYEE AND APPLICANT FOLDER LOGS

Tiogs maintained by the Placement Officers .6 Temporary. Destroy when 1 year old.
as a record of the receipt and dispatch of (Cut off at end of each year; destroy
employee, and in some instances applicant = 1 year thereafter.)

folders charged to the Branch. Log contains
‘ name of employee or applicant, name of
requestor, disposition, and date. Files
alphabetfkally by name of employee or
applicant.

(1956-1957)

Apnroved For Release 2008/14/21. . CIA.RDR78.00487 0004002600044
RECORDS CONTROL SCHEDULE - CONTINUATION SHEET 7 o o
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS

T Approved For Release 2005/1 1121 : CIA- DP78-00487A000100260001-4
' ks
| CRET
s 198 | APPLICANT FOLDER TICKLER FILES
Consists of 3"x5" cards maintained by .2 Temporary. Destroy upon completion or
individual Placement Officers to record cancellation of processing.

the receipt and dispatch of applicant

lders charged to the Branch. These cards
also serve as a tickler for follow-up
correspondence which is sent to applicants
at prescribed intervals during processing.
Filed chronologically by date correspondence
is due.

[ (1957)

199 | REFERENCE PUBLICATIONS FILE

Consists of published material such as 6.6 Temporary. Destroy when no longer
regulations, notices, handbooks, guides, needed for reference purposes.
OPM's etc., maintained for reference pur-

poses.

SEGRET

Approved For Release 2005/11/21 ; CIA-RDP78-00487A000100260001-4
Vi se 1892 0010 RECORDS CONTROL SCHEDULE - CONTINUATION SHEET N B




- SCHEDULE NO.
REAPRPSVEANTRORISAED W005/11/21 :cm&ﬁEM 7A000100260001-4 40-57
CONCURRENCE
OFFI1CE, DIVISION, BRANCH SIGNATURE
' Personnel, Personnel Assignmwent Division, Clerical Placement TITLE DATE
Branch -
No " (TITLE, DESCRIPTF;(I)II\;,ESARIRZIEV?:E;IJ;.AL}V?JNINCLUSIVE DATES) (c\zllzo!%ngr. ) DISPOSITION INSTRUCTIONS
200 | BRANCH SUBJECT FILE
Consists of correspondence, reports and other 1.1 Tewporary. Destroy when 2 years old.
papers accumulated in the general administra- (Cut off at end of each year; destroy
‘ tion of the activities of the Branch. Filed 2 years thereafter.)
) alphabetically by subject.
(1954-1957)
201 | ACTIVITY REPORTS FILE
Consists of activity reports prepared for the 5 Temporary. Destroy when 1 year old.
Division Chief. Reports contain an account (Cut off at end of each year; destroy
of personnel assigned during the reporting 1 year thereafter.)
period, personnel scheduled for orientation,
personnel entering on duty to the Interim
Assignment Section, applicants in process,
etc., Filed chronologically.
(1955-1957
202 | CONVENIENCE FILE (Reading)

'. Consists of extra copies of outgoing .1 Temporary. Destroy when 1 year old.
correspondence maintained for convenience (Cut off at end of each year; destroy
of reference. Filed chronologically. 1 year thereafter. )

(1956-1957)
Approved For Release 2005/11/21 : CIA-R&G%L 7A000100260001-4
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ITEM NO.| FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS

R Apprbved For Release 2005/11/21 : CIA-IRDP78-00487A000100260001-4
20 EMPLOYEE SUMMARY WORKSHEET FILES Neh
. 3 SEDRET
e Consists of Form > Employee Summary N Forward to Records And Services Division
Worksheet, containing information on to be placed in appropriate personnel
employees, such as work experience, folder when ewployee terminates.

education, training, qualifications, presept
position, ete. This worksheet is used in
evaluating an employee's qualifications
and in effecting his placement or reassignt
went. Filed alphabetically by name. ]
(1954-1957)

‘ 204 PERSONNEL FOLDER FILE
Consists of (@fficial Personnel Folders ' 6.5 Temporary. Forward to Records and
containing papers which document the Services Division upon assignment of :.u:
appointmwent of the employees. Files employee.

are used by this Branch in effecting
assignment of personnel, after which they
are forwarded to the Records and Services
- Division to be incorporated in the Official
Personnel Folder File. Filed alphabetically
by nawe.

(Current)

20 RECRUITMENT REQUEST FILE

° § NE& E 11BZY
Consists of copies of SP52; Request for 7 Temporary. Destroy when 1 year old.
Personnel Action, submitted by organiza- (Cut off at end of each year; destroy

‘ tional units as recruitment requests. 1 year thereafter.)

.~ Original copies of .SE52; ap@ forwarded to

; ‘the Personnel Procurement Division for

} preparation of the Personnel Requisition

/' Inventory Card (Form 1078). These copies

( of the form are maintained for reference

burposes. Filed organizetionally.

\\ (1956-1957)

152 F )| 5Z2& SEGRET

Approved For Release 2005/11/21 : CIA-RDP78-004R
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ITEM NO.|

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCTIONS

206

207

208

Approved For Release 2005/11/21 f q
APPLICANTS IN PROCESS FILE

Consists of Form 364, Placement Control Card
containing information on applicants in
process. Includes date processing was
initiated, type of security clearance
requested, grade, assignment possibilities,
ete. These cards are used in controlli:g
the placement of applicants and as a
reference to the date of processing
initiation. Filed by position title and
alphabetically by name thereunder.

(1957)

PROCESSING CANCELLATION FILE

Consists of 5"x8" cards prepared upon
receipt of Form 639, Cancellation of
Applicant Processing, and Form 464, Daily
Security Report. These cards contain
names of applicants on which processing
has been cancelled and the reasons for
cancellation. Used for reference and
complling statisties for reporting pur-
poses. Filed chronologically by cancella-

tion date.
(1956-1957)

ORIENTATION LISTINGS

Consists of listings containing names

of personnel assigned to the Interim
Assignment Section who have attended
Orientation Classes. Listings are used in
assigning ewployees, since only those whose
names appear on these listings may be
agsigned to an office on a permanent basis
(Couriers excepted). Filed chronologically.

(1957)

CIA-RDP78

5

.1

-00487A000100260001-4

Temporary. Destroy upon cancellation of
processing or upon EOD and assignment of
the individual

Temporary.
old.

Destroy when 6 months

Temporary. Destroy when 6 months old.
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ITEM NO.

FILES IDENTIFICATION

209

210

211

AGENCY ASSIGNMENT REGISTER

Consists of a L"x6" loose leaf binder
containing names of personnel who were
assigned to the Interim Assignment Sec-
tion and who have been officially
assigned to the various offices. Tile
contains name of employee, office to which
assigned, date of assignment.

(1956-1957)

APPLICANT FOLDER TICKLER FILE

Consists of 3"x5" card and a log book
used to record the receipt and dispatch
of applicant. folders charged to the
Branch. The cards also serve as a
tickler for follow-up correspondence
which is sent to applicants at prescribed
intervals during processing. Filed
alphabetically by name.

(Current)

OVERSEAS QUESTIONNAIRE FILE

Consists of 5"x8" forms (no number)
prepared by clerical personnel interested
in overseas assignments. The formécon-
‘taine name, grade, office, overseas areg
of interest, skills, languages, etc., and
are used in the selection and placement
of personnel in overseas vacancies for
vwhich they are qualified. Filed alphabe-
tically by name.

(Current)

Approved For Release 2005111124 Ci:‘-‘\%" B
0
Ui

4 7A99019n2§000q'I§P05 ITION INSTRUCT{ONS

.1 Temporary. Destroy when 6 months old.

.1 Temporary. Destroy upon completion or
cancellation of processing.

.2 Tewporary. Destroy when superseded

or obsolete.

SEGRET

FORM NO.
1 JAN 36

RDP78-00487A000100260001-4
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ITEM NO.|

212

213

214

INTERIM ASSIGNMENT SECTION SUBJECT FILE

INTERIM ASSIGNMENT SECTION WEEKLY REPORT

FILE

INTERIM ASSIGNMENT SECTION SEMI-ANNUAL
REPORTS FILE

FILES IDENTIFICATION = annndanacandd SPOSITION INSTRUCT IONS
Approved For Release 2005/T172T CIA i, TA000100260001=4%
§fiea sl ¥

Consists of correspondence, reports, and
other papers accumulated in the general
administration of the activities of the
Section. Filed alphabetically by subject.
(1951-1957)

Consists of activity reports prepared
weekly for the Branch Chief, Reports
contain an account of the number of peo-
ple in the Section, EOD's, number
officially assigned to the various officed
number scheduled for training, ete.,
and are used in preparing the Semi-annual
Report. Filed chronologically.
(1955-1957§

Consists of semi-annual progress reports
containing summarized information taken
from the weekly reports. 1In addition
these reports contain lists of work
projects being conducted, brief descrip-
tions of duties entailed in each project,
and man hours expended on each. Filed
chronologically.

(1955-1957)

FORM NO.
1 JAN s6

1392

USE PREVIOUS
EDITIONS.
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Temporary. Destroy when 2 years old.
(Cut off at end of each year; destroy
2 years thereafter.)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy when 2 years old.

487A000100260001-4
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ITEM NO.

FILES IDENTIFICATION

VOLUME

DiISPOSITION  INSTRUCT |ONS

215

216

217

218

Approved For Release 2005/11/21 : CIA-%%({
BN

STATUS OF PROCESSING FILE

Consists of Form 887, Interim Assignment
Record, received by the Section on each
applicant prior to their EOD. Cards are
used as reference to the status of
processing of each individual and in
determining the types of work assignments
in which they way participate. Filed
alphabetically by name.

(1955-1957)

WORK PROJECT FILE

Consists of reports prepared by the Interiﬂ .1

Assignment Section on each work project
received by the Section and is used to
control the project and for reporting
purposes on man-hours expended. Report
contains information such as project
number, project title, date received,
date completed, etc. Filed numerically
by project number.

(1955-1957)
LIBRARY MATERIAL
Consists of bound library books, diction-

aries, guides, wanuals, etc., waintained
for reference purposes.

REFERENCE PUBLICATIONS FILE

Consists of published material such as
CIA Regulations and Notices, OP Memoran-
dume, and siwilar reference material.

.3

18.

3.3

Approved For Release 2005/11/21 : CIA:-H

187A000100260001-4

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy 6 months after
completion of project.

Tewmporary. Return to Library when
no longer needed for reference purposes.

Tewporary. Destroy when no longer
needed for reference purposes.,

NN
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40-57
CONCURRENCE

OFFICE, DIVISION, BRANCH S IGNATURE

' Personnel, Personnel Assignment Division, Employee Relations
Branch

ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cUBIC FT.)

219 SUBJECT FILES

Consists of correspondence, reports, studi
statistical reports, working paper§ and
similar waterial used in adwinistering the
activities of the Counseling and Employee
Services Branches. These functions are
now adwinistered by the present Employee
Relations Branch, however, the files are
maintained separately.

a. Employee Relations File. Temporary. Destroy when 2 years old.
Flled by subject. (Cut off at end of each year; destroy
{1951-1957) 2 years thereafter.)

b. Counseling File. Tewmporary. Destroy when 2 years old.
Filed by subject. (Cut off at end of each year; destroy
(1954-1957) 2 years thereafter.)

PROGRESS REPORTS FILE

Consists of semi-annual and annual progres Temporary. Destroy when 2 years old.
reports prepared for the Division Chief.
These reports contain summarized informa-
tion on Branch activities and outlines
progress, program plans, and obJjectives.
Filed chronologically.

%195h-l957)

Approved For Release 2005/11/21 - CIA-RIDP78.00487 2000100260004

FORM NO. |39 USE PREVIOUS
1 JAN 56 EDITIONS.




ITEM NO.| FILES IDENTIF ICATION » VOLUME DISPOSITION INSTRUCTIONS
R Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4
e 221 CONVENIENCE FILE READING
€Gonsists of extra copies of outgoing .2 Temporary. Destroy when 1 year old.
correspondence maintained for convenience bf (Cut off at end of each year; destroy 1
reference. Filed chronologically.: year thereafter.)
(195h-1957§
222 ADVANCED SICK LEAVE FILE
Consists of 3"x5" cards prepared on 1 Temporary. Destroy when 6 months old.
_ individuals who have requested an (Cut off every 6 months; destroy 6
. advancewent of sick leave. Cards are . wonths thereafter.)

prepared upon receipt of a request from .’

an Office and contains employee nawe,

date of request, date of approval,

number of hours approved, ete., and

serves as a reference for reporting

purposes. Filed alphabetically by name.
(1957)

. 223 INTERVIEW APPOINTMENT REGISTER

Consists of copies of an unnumbered form 2
titled "Appointments", used to schedule
employee interviews with counselors.
Form contains information on the t of
interview, (pre-exit or counseling

date and time, name of counselor, and
. name of employee. Filed chronologically
by date of interview.

(1956-1957)

Tewporary. Destroy when 1 month old.

Anoroy - CIA- -00487A000100260001-4
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FILES IDENTIFICATION

DISPOSITION INSTRUCT IONS

224

225

226

Approved For Release 2005/1 1721 : ClA-
COUNSELING FILE B

Consists of Form 37-13, Personnel Relation
Interview Record, prepared after counselin
Personnel with problems such as job dis~
satisfaction; financial difficulties, &>
warital problems, and other grievances.

Cards contain information on detaiis of

the situation, and newe, grade, titie, etc
of the employee. These cards are usedifor
recording information concerning cases and
as a record of advice given or action
taken. TFiled alphabetically by name.

(1956-1957)

CARD REFERAL FILE

Consists of 3"x5" cards prepared on
resignees, wilitary leave cases, and
leave without pay cases. Information
includes names of individual, grade, type
of case (resignee, military leave, etc??
home address, date official folder
received, etc. Cards are used as a ref-
erence to the status of each case and for
obtaining statistics for the Monthly
Summary of Separations. Filed alphabetic-

ally by nawme.
(1956-1957)

RESIGNATION WORK SHEET FILE

Consists of copies of an unnumbered form
titled "Resignations" used to record
information on resignees such as, name,
office, effective date, date official
folder received, etc. Names are listed
on this form as they are received from
the operating offices and the form is used|
as a check sheet for recording processing
actions. Filed chronologically.

(1956-1957)
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Tewporary. Destroy when 6 months old.
(Cut off every 6 wonths; destroy
6 months thereafter,)

Temporary. Destroy when 6 months old.
(Cut off every 6 months; destroy 6
months thereafter.)
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- Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4
227| REPORT OF SEPARATION FILE

>3 Consists of Form 971, Report of Separationm, 1.0 Temporary. Destroy when 1 year old.
prepared frowm information obtained while (Cut off at end of each year; destroy
conducting pre-exit interviews. Information 1 year thereafter.)

includes name of resignee, title, office, date
of resignation, separation category, and
rewarks which ineludes employees attitude
towards Agency, etc. This copy of the form
is used to prepare the "Agency Summary of
Civilian True Separations”, the record copy is
placed in the appropriate @fficial Personnel
Folder. Filed chronologically by month and
. alphabetically by name thereunder.

(1957)

228| ALIEN SPONSOR FILE

Consists of case flles on employees who have L Temporary. Destroy 2 years after case
sponsored the entry of aliens into this countryl. is closed. (Place in inactive file
File contains correspondence and related papers when case is closed; cut off inactive
pertaining to reasons for sponsorship, per- file at end of each year and destroy
mission for the employee to sponsor the alien, 2 years thereafter.)

security clearance of both sponsor and alien,

and biographical information on the alien.

Filed alphabetically by nawe of ewmployee.
(1952-1957)

229| RECREATION ASSOCIATION FILE

‘ Consists of correspondence, notices, news- 2,0 Temporary. Destroy when 1 year old.
letters, and other papers pertaining to various (Cut off at end of each year; destroy
employee recreational activities, wembership, 1 year thereafter.)

meetings, games, scores, etc, The file is used
in coordinating and administering the activitiep.
Filed alphabetically by activity.

(195%-1957)

Approved Eor Belease 2005/11/21 - CIALBDP78.004B7A000400260004-4-
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ITEM NO. FILES IDENTIFICATION VOLUME _| DISPOSITION INSTRUCT IONS
I Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4

230 | HOUSING APPLICATION FILE

Consists of Form 354, Housing Application .1 Temporary. Destroy when request is
(3"x5"), prepared by employees requesting filled or cancelled.

assistance in obtaining satisfactory housing ‘
arrangements in the Washington, D. C. area.
Contains information on type of housing”
needs, location and other preferences.

(Current)
231 | AVATLABLE HOUSING FILE
' Consists of Form 580, Housing Record, .5 Tewporary. Destroy when superseded
containing information on housing available or obsolete.

1]

in the Washington, D. C. area. The file serve
as a source of information necessary to assisf
Agency employees in locating satisfactory
housing. Arranged by type of housing.

(Current)
232 | BLOOD DONOR FILE

Consists primarily of two lists, one is 5 Temporary. Destroy when 1 year old.
prepared by the Branch and contains the (Cut off at end of each year, destroy
name of the donor, his office, time scheduled, 1 year thereafter. At time of des-
signature, and number to be used in lieu truction names of employees who
of name. The other list is prepared by the possess rare bloed types will be listed
Red Cross and contains the assigned number and and retained.)
blood type. Used to schedule donors, assign

. them a number to be used for security reasons

and after donation serves as a record of blood
types for possible emergency transfusions.
Filed chronologically.

(1951-1957)
‘3
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i Approved For Release 2005/1 1721 : CIA-RDP?E_S;QQ 7A000100260001-4
i, 233 |FUND RAISING CAMPAIGN FILES
Consists of records used to facilitate and 7.0

control the collection of monies for fund-raisfing
campaigns of charitable, health, welfare,
and similar organizations

(/?51-13s7)

a. Form T39, Consolidated Charities Fund Temporary., Destroy 4 years after audit and
Pledge And Paywent Record. Filed 1 clearance. (Cut off file at end of each
alphabetically by surnawme. year; Transfer to Records Center 1 year

thereafter.)

‘. b. Correspondence, receipts, invoices, Temporary. Destroy 4 years after Audit
vouchers, ledgers, and related papers and clearance. (Cowbine with related
pertaining to the various fund-raising material in "a" above and retire to
drives. Records Center.)

234 | CABLE FILE
) Consists of extra copies of incoming cables 2.5 Temporary. Destroy after 1 month.
maintained for convenience of reference.
. Official file copies are waintained in
. appropriate subject and case files. Filed
chronologically.
(1957)
235 | CABLE LOG
. Consists of Form 70-9, Cable Log, maintained .3 Temporary. Destroy when 1 year old.

as a record of the receipt and dispatch of
incowming cables. Filed chronologically.
(1955-1957)

: e B
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
"5 Approved For Release 2005/11/21 : CIA-RRR78-00437A000100260001-4

N i
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236 | NAME INDEX

Consiste of two sets of 3"x5" cards, a true 2.0 Temporary. Destroy both cards when
name, card and a pseudonym card. Both cards cancelled.
contain a code number which serves as a
cross - reference, The index is used in the
receipt and dispatch of cables. The pseudonyny
card is filed alphabetically by pseudonym
and the true name card is filed nuwmerically |
by code number. |
(Current)

237 | OUTSIDE ACTIVITIES FILE

Consists of a record of employees who have .1 Temporary. Destroy when 6 wonths old.
requested permission to participate in
activities outside the Agency. Activities
include participation in clubs, parttiwme
employment, attending school, etc. File is
used to record date requests are submitted
to the Security Office and approval or disapproval
of the requests. Arranged alphabetically by

surname.
(1957)

238 | FEDERAL EMPLOYEES' INSURANCE FILE

Consists of a roster of employees who have .5 Disposal not authorized. Retain in current
! waived thelr rights to insurance under the files area.

Federal Employees Group Life Insurance
Program and related correspondence. File
serves as a source of information which is
furnished to the Office of the Comptroller
weekly. Filed by vouchered or unvouchered
funds and thereunder alphabetically by
surname.

(Current)

CLL
Approved For Release 2005/11/21 - CIA-RDP78-00487A000100260001-4
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-~ Approved For Release 2005/11727 : CIA-RDP78-00487A000T002600071-4
. 239 REFERENCE PUBLICATIONS FILE )
. SECRET
Consists of published material such as k.5 Temporary. Destroy when no longer
regulations, notices, handbooks, and needed for reference purposes.

college brochures.

SEGTET
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Personnel, Position Evaluation Division, Office of the Chief

25

S1GNATURE

(1956-1957)

B

4
(ST

= [
SRR €

,kiz
A T 5%?‘}

N ” [
P

SECRET

TITLE
L Jd%A 7 7 é;’$§//
ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
24G  DIVISION SUBJECT FILE
Consists of correspondence, reports, staff 3.5 Tewporary. Destroy when 3 year old.
studies) and other papers pertaining to the (Cut off at end of each year; transfer
operation and administration of an Agency to the Records Center 1 year thereafter
program of position evaluation, wage ad- except papers pertaining to policies and
ministration, and the development of posi- procedures which will be retained in
tion standards. Filed alphabetically by current files area indefinitely)
sub ject.
(1948-1957)
24kl  ACTIVITY REPORTS FILE
Consists of weekly activity reports cover-
ing the activities of the individual posi-
tion Evaluation Officers and Branch
activities. These reports contain statis-
tics on the number of position audits,
nuwber of position descriptions allocated,
number of table of organization changes
authorized, supergrade positions prepared
for review, etc. Filed chronologically.
a. Position Evaluation Officers' Reports. 1.0 Temporary. Destroy when 1 year old.
(1957) (Cut off at end of each year; destroy
f 1 year thereafter.
| b. Branch Reports. .2 Temporary. Destroy when 1 year old.

(Cut off at end of each year; destroy
1 year thereafter.)

Approved For Release 2005/11/21 - CIA-RI
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1TEM NO. FILES 1DENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
‘ Approved For Release 2005/11727T : CIA-RDP78-00487A000100260001-4

2h2 SEMI-ANNUAL PROGRESS REPORTS FILE

. Consists of narrative type reports prepared 2 Tewporary. Destroy when 2 years old.

for the Director of Personnel. The reports

contain summarized information taken frow

statistical reports and weekly reports and

outline progress, program plans, and

Objectives. Filed chronologically.
(1952-1957)

243 POSITION UPGRADING REPORT FILE

. Consists of a narrative report prepared .1 Temporary. Destroy when 1 year old.
wmonthly which contains information on (Cut off at end of each yvear; destroy
Agency positions that were upgraded during 1 year thereafter.)

the month. These reports are prepared for i
the Director of Personnel and the informa-
tion includes justification for changes,
number of changes effected, and effective
date of changes. Report covers both
headquarters and field positions. PFiled
chronologically.

(1957)-

2hh CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing .7 Tewporary. Destroy when 1 year old.
correspondence maintained for convenience (Cut off at end of each year; destroy
of reference. Filed chronologically. 1 year thereafter.)

’ (1955-1957

i AnnrovWMMA%7AOOO100?BOOO1-4

(41)
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 2005/11/21 : CIA-RRR78-00487A000100260001-4
245 TABLE OF ORGANIZATION FILES EHE

' Consists of the official record copies of
the Agency table of organization; signed
copies of Form 261, T/0 Change Authoriza-
tion; and concurrences, justifications,
and comments pertaining to the changes.
These files are used by the Division in
coordinating all actions affecting the T/O
and in maintaining a current Agency T/O
as required by Regulation.

!
a. Official record copies of the table of 1.0 Permanent. Disposal not authorized.
' organization containing rosters of (Cut off file at end of each year;
approved agency positions. Filed organiza- transfer to Records Center 1 year
tionally. thereafter.)
(1957)
b. Signed copies of Form 261, T/O Change 2.0 Permanent. Disposal not authorized.

Authorization, and concurrences,

(Place in a file of completed cases
Justifications, and comments pertaining

upon final authorization; cut off

- to the changes. Filed by project or cowpleted case file at end of each
organizationally and by position number year and transfer to the Records Center
thereunder.

1 year thereafter.)
. (1956-1957)

246 T/0 CHANGE 1LOG

Consists of a loose-leaf binder contain- .1 Tewporary. Destroy when 1 year old.
ing a record of the receipt and dispatch (Cut off at end of each year; destroy
of Form 261, T/O Change Authorization, 1 year thereafter.)

. received by the Division. Filed chronolo-
gically.
(1954-1957)

Approved For me&mzamom 00260001-4
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247

248

2h9

Approved For Release 2005/11/21 : CIA-

SUPER-GRADE CORRESPONDENCE FILE

Consists of correspondence, reports, agenda
of meetings, listings of super-grade
positions, and related papers pertaining

to the activities of the Super-Grade Review
Board. Files contain information on super-g
allocations, Board recommendations on review
cases, super-grade structure in other agenci
etc., and are used in furnishing informa-
tion to the Area Deputy Directors and the
Director of Personnel on the utilization
and status of each position. Filed
alphabetically by subject.

(1951-1957)

EMPLOYEE RECORD CARD FILE

Consists of OFl4b, Employee Record Card,
for each Division employee and used as a
basis for initiating personnel actions;
recording personnel actions, training,
and qualifications; and noting other
information needed in the management of
Division personnel. Filed alphabetically
by name.

(Current)

SO]
PERSONNEL ACTION FILE 152 B2

Consists of retained copies of .SFSZ, Noti-

fication of Personnel Action, Form 275, Per-

sonnel Qualification Questionnaire,
character recommencations, etc., waintained
for reference purposes in adwinistering
personnel of the Division. Filed chronolo-

gically.
(1955-1957)
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Permanent. Disposal not authorized
(Cut off at end of each year; retire to
to Records Center 2 years thereafter.)

Temporary. Destroy upon separation of
ewployee, or forward to gaining component
upon ‘transfer of ewployee within Agency.

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.
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250 TIME AND ATTENDANCE FILE s URET

Congists of an unnumbered form maintained .1

on Divislion employees as a record of

their sick leave, annual leave, overtime

worked, ete. Filed chronologically.
(1957)

Tewporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

REFERENCE PUBLICATIONS FILE

Consists of published material such as
regulations, notices, handbooks, circu-

lars, public laws, etc., maintained for
reference purposes.

Tewporary. Destroy when no longer needed
for reference purposes.
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Personnel, Position Evaluation Division, Support Branch

TITLE

//,M/\/\ 9\6’
ITEM FILES IDENTIFICATION VOLUME N/
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION {ﬁf;TRUCT'ONS

252 BRANCH SUBJECT FILE

Consists of correspondence, reports, 1.5 Temporary. Destroy when 2 years old.
studies, wage board reference material, (Cut off at end of each year; destroy
~_ and other papers accumulated in the 2 years thereafter except current policies
, general administration of a program of and procedures which will be placed in
position evaluation and wage adwministra- current files)

tion for the Support Area. Filed alphabe-
tically by subject. ’

(1954-1957)

253 ACTIVITY REPORTS FILE

Consists of bi-weekly reports covering the .2
] activities of the Branch. File also contaips

. copies of reports prepared by individual
Position Evaluation Officers which are
summarized in the Branch reports, and
includes information on position audits,
T/O changes processed, position descrip-
tions allocated, etc. Filed chronologically.

.’ (1956-1957)

254 CONVENIENCE FILE (READING)

Temporary. Destroy when 1 year old.

Consists of extra copies of outgoing .2

correspondence maintained for convenience

of reference. Filed chronologically.
(1956-1957)

Tewporary. Destroy when 1 year old.
(cut off at end of each year; destroy
1 year thereafter.)

GRET

Approved For Release 2005/11/21 - CIA-RIDP78-00487A000100260001.4
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ITEM NO. FILES IDENT{F ICATION VOLUME DISPOSITION INSTRUCTIONS
e Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4

255 TABLE OF ORGANIZATION FILES

SECRET

Consists of extra copi&s of the Agency ? N Tewporary. Destroy upon verification

T/O used by the Position Evaluation of revised T/O.

Officers as working copies. The T/O's

are used for reference to official position

titles, position numbers, unit strength,

etc. Authorized changes to the T/O are

note@ on these copies for use in verifying

the revised T/O. 1
(Current)

. 256 T/O CHANGE LOG

Consists of an unnumbered form used to 1 Temporary. Destroy when 1 year old.
record the receipt and dispatch of

Form 261, T/0O Change Authorization,
prepared by the Branch, Filed chronologi-
cally.

L (1956-1957)

257 POSITION DESCRIPTION FILES

Consists of SFT5 and Form 387, Position
Description, with related correspondence
and reports. The files contain the record
copy of the description and other informa-
tion on each position in the DD/S area.

. a. Current Files. Consists of the curreny ¢.6
position descriptions and related
papers maintained by the individusl
position evaluation officer. Filed
organizationally and by position numben

thereunder.
(1951-1957)

Temporary. When position is abolished
or description becomes obsolete place
in Obsolete File and destroy related
papers.

ECRET
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257

258

259

Approved For Release 2005/11/21 :
POSITION DESCRIPTION FILES

CONTINUED

b. Obeolete File.
descriptions removed from the above
file. Filed orgenizationally and by
position nuwber thereunder.

(195%-1957)

POSITION NUMBER REGISTER

Consists of wachine listings containing
information which identifies the position
number, organizational location, and
classification of each position on the
Agency T/0. Files are maintained to
facilitate reference to Agency positions
and for assigning numbers to new positions.

POSITION EVALUATION SURVEY FILES

Consists of correspondence, survey reports,
functional statements, drafts, etc.,
accumulated by the Position Evaluation
Officers while conducting surveys.
tion includes analyses of positions,
grade structures, position titles,
statements of duties and responsibilities,
etc. Files serve as reference and as a
basis for preparation of Form 387, Position
Description. Filing arrangement varies
with each file.

(1952-1957)

Consist of the position

Informa-

IAJRDP?

CRE

.1

1.6

SECRET

00487A000100260001-4

Temporary. Disposal not authorized. Retain
1 copy of all superseded descriptions and
descriptions of positions abolished after
September 1, 1950. Retire to Records

Center when 1 year old.

Tewporary.

Destroy upon receipt of current
listings.

Tewporary. Destroy when no longer
needed for reference purposes.
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ITEM NO. FILES IDENTIF{CATION VOLUME DISPOSITION INSTRUCT IONS

e Approved For Release 2005/T1727T : CIA-H UPIB?(E 7A000100260001-4
SECR
.. 260 POSITION EVALUATION OFFICER'S WORKING FILES
Consists of primarily of correspondence 1.4 Temporary. Destroy when no longer
on special projects, wage schedules, needed for reference purposes.

office notices, pamphlets, etc., not
contained in the survey files. These
files are maintained by the Position
Evaluation Officers for reference
purposes. Filing arrangement varies with
each file.

(1952-1957)

' 261 WAGE ADMINISTRATION FILE

Consists of copies of wage schedules, copiels .2 Temporary. Destroy when superseded or
of notifications of approval of schedules, obsolete.

lists of pay rates forwarded to field
offices, and related correspondence. Inforjma-
tion includes locality wage rates for
specific occupationsg such as trade or
craft, consultants, indigenous labor, ete.
. Wage schedules are reviewed and approved

. for Agency use. Filed by geographic area.

(1953-195"&

262 PERSONNEL ACTION LOG

copies of Form 192, Daily Log of
Personnel Actions, used to record the
receipt and dispatch of SF52, Request For
Personnel Action, charged to the Branch.
Filed chronologically.

1956-1957)

Consists of a loose-}eaf binder containing .1 Temporary. Destroy when 1 year old.

SECRET

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4
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Y Approved For Release 2005/11721 : CIACRDP78-0048 TA00010026006+4
. 263 REFERENCE PUBLICATIONS FILE ‘
Consists of published material such as 1k.2 Tewporar,
. Y. Destroy when no longer
CIA Regulations and Notices, OP Meworandums needed for reference purposes.

Position Classification Standards, and
similar reference waterial.

ECRET
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SCHEDULE NO. 2

~ REARRPSVEANTBOIRHIEL WD5/11/21 C'Aﬁﬁ §e404§7A000400260004-4 10-57
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CONCUpRENLE

OFF ICE. DIVISION, BRANCH 4l SIGNATURE

Personnel, Position Evaluation Division, Intelligence Branch -
. ITLE

v ¥ v )
ITEM FILES IDENTIF [CATION VOLUME (/
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.) DISPOSITION INSTRUCTIONS

264| BRANCH SUBJECT FILE

Consists of ‘correspondence, reports, and 2.0 Tewporary. Destroy when 2 years old.
other papers accumulated in the general ad- (Cut off at end of each year; destroy 2
ministration of the activities of the Branchj| years thereafter except current policies
‘:{’ Filed alphabetically by subject. and procedures which will be placed in
(1952-1957) current file.)
265| ACTIVITY REPORTS FILE
Consists of bi-weekly reports covering the .1 Temporary. Destroy when 1 year old.

activities of the Branch. File also
contains copies of reports prepared by
individual Position Evaluation Officers

which are summarized in the Branch reports,
. and includes information on position
audits, number of Form 261's processed,
number of position descriptions allocated,
etec. Filed chronologically.

(1956-1957)

(Cut off at end of each year; destroy 1
vear thereafter.)

‘— 266| CONVENIENCE FILE (Reading)

Congists of extra coples of outgoing .1

correspondence, maintained for convenience

of reference. Filed chronologically.
(1956-1957)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

’ SECRE]. :

Approved For Release 2005/11/21 : CIA-RIDP78-00487 A000100260001.4
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ITEM NO. FILES IDENTIFICATION ,@Fﬁﬁ}a‘f VOLUME | DISPOS ITION INSTRUCT IONS
Approved For Release 2005/1 1123EWDP78-004*87A000100260001-4

267 | TABLE OF ORGANIZATION FILES

Consists of extra copies of the Agency Temporary. Destroy upon verification of
T/0 used by the Position Evaluation Officers revised T/0.

as working copies. The T/O's are used for
reference to official position titles, posi-
tion numbers, unit strength, etec. Authorized
changes to the T/O are noted on these copies
for use in verifying the revised T/O. |

(Current)

T/0 CHANGE LOG

Consists of an unnumbered form used to Temporary. Destroy when 1 year old.
record the receipt and dispatch of Form (Cut off at end of each year; destroy 1
261, T/0 Change Authorization prepared by thereafter.)

the Branch, Filed chronolo%ically.

(1956-1957

EMPLOYEE RECORD CARD FILE

Consists of 3"x5" cards maintained on Agency Temporary. Destroy upon separation of
employees in super-grade positions. These employee
cards are used as a basis for initiating nL

personnel actions; recording personnel actions,

training, and qualifications; and noting
other information needed in the administratio
of super-grade personnel. Filed organization
ally and by position thereunder.

(Current)

POSITION DESCRIPTION FILES

Consists of SF75 and Form 387, Position
Description, with related correspondence
and reports. The files contain the record
copy of the description and other information
on each position in the DD/I area and the
National Security Council.

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4
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ITEM NO.

270

POSITION DESCRIPTION FILES

FILES IDEq!IFIsAiION 4
APPTov Se U001

(CONTINUED)

a. Current Files. Consists of the current
position descriptions and related papers
maintained by the individual Position
Evaluation Officer. Filed organization-
ally and by position number thereunder.

(1950-1957)

Obsolete File.

position descriptions removed from the

above file. Filed organizationally and

by position number thereunder.
(1949-1957)

POSITION NUMBER REGISTER

Consists of machine listings containing

Consists of the obsolete |

AP6bag

SECRET

18.7

.1

information which identifies the position nunper,

organizational location, and classification
of each position on the Agency T/O. Files
are maintained to facilitate reference to
Agency positions and for assigning numbers
to new positions.

POSITICON EVALUATION SURVEY FILES

Consists of correspondence, survey reports, -

functional statements, etc., accumulated
by the Position Evaluation Officers while
conducting surveys. Information includes
analyses of positions, grade structures,
position titles, statements of duties and
responsibilities, etc. Files serve as
reference and as a basis for preparation
of Form 387, Position Description. Filing
arrangement varied with each file.
(1952-1957)

{ONS
7,’—\990190%999;! IiPOS ITION INSTRUCT

Tewporary. When position is abolished
or description becomes obsolete place in
Obsolete File andgggstroy related papers.

Tewporary. Disposal not authorized.

Retain 1 copy of all superseded descrip-
tion and descriptions of positions abolished
after Septewber 1, 1950. Retire to

Records Center when 1 year old.

Temporary. Destroy upon receipt of
current listings.

Temporary. Destroy when no longer needed
for reference purposes.

Approved For Release 2005/11/21 : CI&GMD(&B7AOOO1OOZGOOO1-4
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Consists primarily of correspondence on 2.5 Temporary. Destroy when no longer needed
special projects, wage schedules, office for reference purposes.

notices, pamphlets, etc., not contained
in the survey files. These files are
maintained by the Position Evaluation OfficerF
for reference. Filing arrangement varies
with each file.

(1952-1957)

‘ 273 | POSITION EVALUATION OF’FICERSe WORKING FILES

méﬁg,

‘ 274 | WAGE ADMINISTRATION FILE

Consists of copies of wage schedules, copies A Temporary. Destroy when superseded or
of notification of approval of schedules, obsolete.
lists of pay rates forwarded to field
offices, and related correspondence. Informa
tion includes locality wage rates for

. specific occupations such as trade or
! craft, consultants, indigenous labor, etc.
Wage schedules are reviewed and approved
for Agency use. Filed by geographic area.

(1953-1957
275 | PERSONNEL ACTION LOG
Consists of a loose-leaf binder containing .1 Tewporary. Destroy when 1 year old.
copies of Form 192, Daily Log of Personnel (Cut off at end of each year; destroy
’ Actions, used to record the receipt and 1 year thereafter.)

dispatch of SF52, Request for Personnel
Action, charged to the Branch. Filed
chronologically.

(1956-1957)

SECRE

Approved For Release 2005/11/21 : CIA-R DP78-OQALZAODO1009Gnnn1-4
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ITEM NO.| FILES IDENTIFICATION X VOLUME [ DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-RDP78-004{87A000100260001-4

276| POSITION STANDARDS WORKING FILE SEﬂRET
. 3.2

Consists of copies of correspondence, Tewporary. Destroy when no longer needed
reports, staff studies, locality pay sche- for reference purposes.

dules, and related papers. Files contain
information pertaining to performance 1
standards, manpower control systeus,
competitive pay levels, point rating

plans, ete., used in deweloping position |
standards. Filed alphabetically by sub ject.

(1950-1957)

GRADE UTILIZATION TABULATION FILE

Consists of a wmachine listing contains Temporary. Destroy upon receipt of
information on Agency grade utilization revised listing.
and the nuwber of incumbents in each
grade. Listing is used in developing
position standards, for comparison of
grade structure in this Agency with that
of other Agencies, and for the preparation
of statistics on grade average by position.
Current)

OCCUPATION SERIES FILE

Consists of a machine listing of occupa-
tional categories of Agency positions.
Information contained on listing reflects
standard Agency titles, code numbers, and
grade range. Listing is used as a
working media in comparing Agency titles
and codes with those of the Civil Service
Commission for possible Agency conformance.-
(Current)

' Temporary. Destroy upon receipt of
revised listing.

SECRET

Approved For Release 2005/11/21 ; CIA-RDP78-00487A000100260001-4
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279 | OCCUPATIONAL HANDBOOK FILE

: Consists of copies of the "Occupational
Handbook of Classification Titles and Codes
and the reproduction negatives for the hand-
book. This handbook was developed by the
Branch to serve as a working wedia for the
assignment of standard titles and codes to
Agency positions, for the occupational coding
of employee qualifications, and as a refer-
ence to position statistics, etc. Record
copies of the handbook are waintained by the
Regulations Control Staff.

' a. Occupational Handbook of Classification 1.0 Teuwporary. Destroy when superseded
Titles and Codes. Arranged by occupa- or obsolete.
tional code numbers.
b. Reproduction negatives for the occupa- N Tewporary. Destroy when superseded or
tional handbook. obsolete.

280 [ POSITION AND QUALIFICATION STANDARDS FILE

. Consists of copies of Agency Position and
Qualification Standards. These standards
were developed by the Branch and serve as
working guides for the determination of

title, occupational code, and grade of Agency
positions and for the deterwination of

appropriate qualifications of individuals

‘ assigned to positions.
a. Position and Qualification Standards, 3.5 Tewporary. Destroy when superseded or
Arranged by occupational code number. : obsolete.
b. Reproduction negatives for position and 1.0 Tewporary. Destroy when superseded or
qualification standards. obsolete.

Approved For Release 2005/11/21 : CIA-RD§78-0048 7A000100260001-4
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281

282
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LIBRARY MATERIAL

SELRET

Consists of bound library books, dictionariep, 1.5
guides, manuals, etc., maintained for reference

purposes.

REFERENCE PUBLICATIONS FILE

Consists of published mwaterial such as CIA
Regulations and Notices, OP Memorandums,
Positions Classification Standards, and
similar reference material.

FORM NO. {392 USE PREViIOUS

1 JAN s¢

35.9

SECRET

Tewporary. Return to Library when no
longer needed for reference purposes.

Temporary. Destroy when no longer
needed for reference purposes.
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SCHEDULE NO.

OFFICE.

DIVISION, BRANCH

Personnel, Position Evaluation Division, Clandestine Services

SIGNATURE

correspondence maintained for convenience
of reference. Filed chronologically by
fiscal year.

(1952-1957)

TITLE
Branch J P~ S D
U
VOLUME /
o (TITLE, DESCRIPT 0N, ARKANGEWENT . AND INCLUSIVE DATES) (CuthJ FT.) DISPOSITION 'NSTL‘/{‘JCT'ONS
283 | BRANCH SUBJECT FILE
Consists of correspondence, reports, and 1.3 Tewporary. Destroy when 2 years old.
other papers accumulated in the genreral (Cut off at end of each year; destroy
administration of the activities of the 2 years thereafter except current
Branch. Filed alphabetically by subject. policies and procedures which will be
(1952-1957) placed in current file.
284 | ACTIVITY REPORTS FILE . ..
Disbuiinees  fir
Consists of bl-weekly reports containing .1 Temporary. Destroy when 1 year old.
a summary of the activities of the Branch, (Cut off at end of each year; destroy
The reprots include statistles on position 1 year thereafter.)
audits, number of position descriptions
allocated, Form 261's processed, etc.
Filed chronologically.
(1956-1957)
285 | CONVENIENCE FILE (Reading)
Consists of extra copies of outgoing 7 Temporary. Destroy when 1 year old.

(Cut off at end of each year; destroy
1 year thereafter.)

FORM NO.
1 JAN 56
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ITEM NO. FILES IDENTIFICATION VOLUME L DISPOSITION INSTRUCTIONS

" Approved For Release 2005/1 112;1 : CIA-RDP78-00487A000100260001-4
286| TABLE OF ORGANIZATION FILES SEGHH
e Consists of extra copies of the Agency 2.0 Temporary. Destroy upon verification of
T/0 used as working copies. The T/0's revised T/0.

are used for reference to official
position titles, position numbers, unit
strength, etc. Authorized changes to
the T/O are noted on these copies for
use in verifying the revised T/O. Arranged
organizationally.

(1957)

. 287| T/0 CHANGE FILE

Consists of retained copies of Form 261, 2.4 Tewporary. Destroy when 6 months old.
T/0O Change Authorization, and copies of
requests for changes, concurrences, etc.
Files are maintained by the Branch for
reference purposes, the record copies of
Form 261, concurrences, etc., are wain-
tained in the Office of the Chief. Files
are arranged organizationally or by
Project as appropriate and chronologically
by date of approval thereunder.

1950-1957)

288| POSITION DESCRIPTION FILES

Consists of SF75 and Form 387, Position
. Description, with related correspomdence

and reports. The files contain the
record copy of the description and other
information on each covert position in
the Agency.

a. Current Files. Consists of the current 18.7 Tewporary. When position is abolished

position description and related or description becomes obsolete place
papers maintained by each Position in Obsolete File and destroy related
Evaluation Officer for his area of papers.

- responsibility., File orgenizationally
and by position number thereunder.

(1952-1957)

An‘nrﬂﬁd_EQ:_Ee]ease 2005/11/21 - CIA- §)§ B£.L87A000100260001-4
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288| POSITION DESCRIPTION FILES CONTINUED

b. Obsolete File. Consists of the obsolete SEG%ET Tewporary. Disposal not authorized.

position descriptions removed from the Retain 1 copy of all superseded descrip-

above file. Filed organizationally and tions and descriptions @f positions

by position number thereunder, abolished after Séeptember 1, 1950.
(1946-1957) ) Retire to Records Center when 1 year old.

289| POSITION NUMBER REGISTER

Consists of machine listings containing .1 Temporary. Destroy upon receipt of current
information which identifies the position listings.
. nuwber, organizational location, and

classification of each position on the
Agency T/O. Files are maintained to
facilitate reference to Agency positions
and for assigning numbers to new positions.

290| POSITION EVALUATION SURVEY FILES

Consists of case files containing 1.6 Tewporary. Destroy when no longer
correspondence, survey reports, functional needed for reference purposes.
statements, ete., accumulated by the Posi-
tion Evaluation Officers while conducting
surveys. Information includes analyses of
positions, grade structures, position
titles, statements of duties and responsi-
bilities, etc. Files serve as reference
and as a basis for preparation of Form
‘ 387, Position Description. Each file is
arranged organizationally by division.
(1952-1957

ZA000100260001-4
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ITEM NO.| ____FILES IDENTIFICATION ) voLumE | DISPOSITION INSTRUCT IONS
) Approved For Release 2005/11/21 : CIA-F{DP78-00187A000100260001-4
" 291 | POSITION EVALUATION OFFICER'S WORKING FILES
Consists primarily of cbrrespondence on 3.5 Temporary. Destroy when no longer
special projects, wage schedules, office needed for reference purposes.

notices, pamphlets, ete., not contained

in the survey files. These files are wain-
tained by the Position Evaluation Officers
for reference. Filing arrangement varies
with each file.

(1952-1957)
l ’ 292 | PERSONNEL ACTION LOG
Consists of a loose-leaf binder containing .1 Temporary. Destroy when 1 year old.
copies of Forw 192, Daily lLog of Personnel (Cut off at end of each year; destroy
Actions, used to record the receipt and 1 year thereaftert)

dispatch of SF52, Request for Personnel
Action, charged to the Branch. Filed
chronologically.

(1955-1957)

293 | REFERENCE PUBLICATIONS FILE

Consists of published material such as CIA 6.3 Tewmporary. Destroy when no longer
Regulations and Notices, OP Memorandums, needed for reference purposes.

¢SC Position Classification Standards, and
similar reference waterial.

| SEGRE
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SCHEDULE NO.

ko-57
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A
o

oEAR CONCURRENCE

OFFICE., DIVISION, BRANCH bEUHt, S1GNATU 251

Personnel, Records and Services Division, Office of the Chief TiTle DATE

ITEM FILES IDENTIFICATION VOLUME DI1SPOSITION [INSTRUCT!ONS

NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

204 DIVISION SUBJECT FILE
Consists of correspondence, reports, and L.y Temporary. Destroy when 3 years old.
other papers pertaining to the administra- (Cut off at end of each year; transfer
tion of a central processing service for to the Records Center 1 year thereafter.)
official travel; waintenance of the official
Agency personnel files; compilation of per-
sonnel statistics; and furnishing ewployee
services. Filed alphabetically by subject.

(1953-1957)

295 OFFICIAL PERSONNEL FOLDERS (Division Ewployees)
A portion of the file described in item 5.0 Disposal not authorized. (Transfer case
353. Consists of the folders of Division to Files Section upon transfer or
employees waintained separately to limit access separation of employee)
to them. Filed alphabetically by surname.

fCurrent)
296 | PERSONNEL FOLDER LOG

Records of the receipt and dispatch of all .1 Temporary. Destroy when 1 year old.
‘employeep and applicant folders charged to (Cut off at end of each year; destroy
the office. Contains folder title, name of 1 year thereafter.)
requestor, disposition, and date. Filed
alphabetically by name of employee or
applicant.

(1957)

SECRE)
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297

298

299

Approved For Release 2005/11/21 : CIAJRDP78-00

EMPLOYEE RECGRD CARD FILE

Consists of OF4b, Ewployee Record Card,
maintained on each Division ewployee and
used as a basis for initiating personnel
actions; recording personnel actions,
training, and qualifications; and noting
other information needed in the wanage-
went of Division personnel. Filed by
organizational level.

(Current)

SECURITY HOLD FILE

Consists of 3"x5" cards which serve as a

tickler for follow-up purposes on cases

where processing has been suspended at’

the request of the Office of Security.

Filed chronologically by follow-up date.
(Current

RYBAT FILE

Consists of papers normally waintained
in the official personnel folder (see item
353) but maintained separately because
of security reasons. Filed alphabetically
by name of employee.

(Current)

Real 200868/44.24 - C1

SECRET
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Tewporary. Destroy upon separation of
employee or forward.to gaining cowponent
upon transfer of ewployee within the Agency.

Tewporary. Destroy when processing
is resumed or cancelled.

Disposal not authorized. Retain in
current files area indefinitely.
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1TEM NO.|.

FILES IDENTIFICATION VOLUME

| DISPOSITION INSTRUCT 10NS

300

301

R&SD MEMORANDUM FILE

(\
Consists of adwministrative issuances bgﬁ.&E“
(Records and Services Division Memorandum)
prepared and issued by the Division to
supplement the Office of Personnel
Memorandums. Filed numerically by Memoran-
dum number.

(Current)

REFERENCE PUBLICATIONS FILE

Consists of published waterial such as 5.5
regulations, notices, handbooks, brochures,
etc., maintained for reference purposes.

i‘EGRET_

FORM NO.
1 JAN 36
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Temporary. Destroy when superseded or
obsolete.

Tewporary. Destroy when no longer
needed for reference purposes.
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SCHEDULE NO.

7A000100260001.4 4057
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CONCURRENCE

OFFICE,

DIVISION, BRANCH

Personnel, Records and Services Division, Records Control Officer’

SI1GNATURE

I TLE DATE

FORM NO.
1 JAN 56

USE PREVIOUS
139 EDITIONS.

Files

INTOE.M (TITLE, nsscupr;élﬁ,ESAR;%T;EEIJ}:.AE:V%NINCLUSJVE DATES) (C\zlzglng;r.) DISPOSITION INSTRUCTIONS

302 FORMS CONTROL FILE
Consists of case files meintained on all 3.4 Teuwporary. Destroy 7 years after
forms used and pertaining to the wanagement related form is discontinued, super-
of Agency personnel. These files contain seded, or obsolete. (Place in
the concurrences, authorizations, survey inactive file when related form is
work sheets, and copies of the requests for discontinued, superseded, or obsolete,
revisions, requests for new forms, reproduc- cut off inactive file every other year
tion requisitions, and similar material. and transfer to Records Center.)
Arranged numerically by form number.

(1950-1957)

303 WORKING FILE
Consists of a file accumulated in the 1.0 Tewporary. Destroy when no longer
performance of duties as Records Control needed for reference purposes.
Officer. This file contains inforwation .
on proposed formws, form revisions, equip-
went and service watters, Records Manage-
went ete, Filed by subject.

(1947-1957

304 VITAL MATERIALS DEPOSIT SLIP FILE
Consigts of the returned signed copies of
Form 620, Vital Materials Transfer Slip,
reflecting deposits wade by the Office.
File also contains a register of assigned
deposit numbers.
a. Form 620, Vital Materials Transfer Slip, R Disposal not authorized. Retain in

Arranged organizationally and numerically current files area indefinitely.
thereunder. ( ) .
1952-1957 SEGRET
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4
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30k CONTINUED GRET
b. Number Register. Arranged chronologiq ./ Tewporary. Destroy when 1 year old.

cally.
(1956-1957)

VITAL MATERIALS INVENTORY FILE

Consists of Form 676 which is a record Tewporary. Destroy when superseded.

of Vital Material deposit and withdrawal

activity and an inventory of deposits

wade by the office. Received annually.
(1956-1957)

MACHINE LISTINGS

Consists of machine listings which serve Tewporary. Destroy when superseded
as a master index and reference to all or obsolete.

forms currently in use in the agency.
(Current

REPORTS REFERENCE FILE

Consists of Form 855, Reports Reference,
and related surveys maintained as a contrd
on the distribution, reporting procedures,

reporting frequency, and purpose of all
reports prepared in the Office of

Personnel. Arranged organizationally
and alphabetically by report title

Teuwporary. Destroy 2 years after
report is discontinued.

thereunder.

(1956-1957)

REPRODUCTION NUMBER REGISTER

Consists of a record of reproduction job Tewporary. Destroy vhen 1 year old.
numbers assigned to requisitions initiated
in the Office of Personnel to have material
reproduced by Agency reproduction Pacilitiles.
Arranged chronolo%ically.
1954-1957)

imn . ARedrdibds 0000848

Appraved Fq

FORM NO. ‘398 USE PREVIOUD
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CONCURRENCE
OFFICE, DIVISION, BRANCH a LB SIGNATURE
- Personnel, Records and Services Division, Correspondence Branch ey oA
A
INTCE.M (TITLE, DESCRIPT';AIIV_FSARIR%EVT;E;IJT(;, A — DATES) (chgI;gMIEr.) DISPOSITION INSTRUCTIONS
309 BRANCH SUBJECT FILE
Consists of correspondence, reports, and 1.4 Temporary. Destroy when 2 years old.
other papers accumulated in the general (Cut off at end of each year; destroy
administration of the activities 2 years thereafter.)
. of the Branch. PFiled by subject.
(1953-1957

310 CORRESPONDENCE FILE

Consists of one copy of each letter pre- 7.2
pared by the Branch in the performance of
its correspondence function for the
Office of Personnel. This correspondence
18 of & routine nature, such as notifi-
cations of processing, requests for addi-
tional information, and notice of rejec-
tion. These copies are maintained for
convenience of reference, the record copy
being waintained in the appropriate
case file. Filed in two categories (applit
cant cases and processing cases), and
.‘ alphabetically thereunder by namwe of
addressee.

Temporary. Destroy when 6 months old.
(Maintain a 6 month level; thereafter
destroy oldest month after filing
current month.)

(1956-1957)

Apﬁcwwmd 7A000100260001-4

FORM NO. 139 USE PREVIOUS

(41)
1 JAN 56 EDITIONS.




ITEM NO.

FILES IDENTIFICATION

VOLUME | DISPOS ITION INSTRUCT IONS

311

312

313

Approved For Release 2005/11/21 : CIA{

SELECTED CORRESPONDENCE FILES

Consists of copies (in addition to those in
the Correspondence File) of corresmshidence
selected for possible later use as gijdes
in the preparation of similar letters. The
wa jority of this correspondence was prepared
for personnel signature of the Director of
Personnel, the DCI and DDCI. Filed
chronologically.

(1954-1955)

SAMPLE BOOKS

Consists of loose-leaf binders containing
copies of sample letters used as guides in
preparing routine correspondence. A
reference copy of these guides is maintained
by each person responsible for correspondence
preparation.
asgigned each letter.

(Current)

ACTIVITY REPORTS FILE

Consists of daily, weekly, and wonthly
Branch activity reports. The daily re-
port serves as a worksheet for the
preparation of the weekly report which is
in turn suwmarized in the wonthly report.
Filed by type of report and chronologically

thereunder.
(1954-1957)

¥

Filed numerically by code number

SECRET

RDP78-00F87A0001 00260001-4

ciqgrf

Tewporary. Destroy when no longer
needed for reference purposes.

:h.8 Tewporary.

or obsolete.

Destroy when superseded

Temporary. Destroy daily reports every
3 months; destroy weekly and monthly
reports when no longer needed for
reference purposes.

Approved Eoc Relaase 2005/44/24-. CIA-RDR78-00437A0004002600044
Ay 2600044

FORM NO. USE PREVIOUS
1 JAN 58 ‘393

EDITIONS.

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET
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i TRAUVUUTOUZOUUUSRpos | T10N INSTRUCT 1ONS

JTEM NO.| ARPE® { Ny

314 | FLEXOWRITER TAPES S ERET
Consists of Flexowriter tapes used in pre- 2.0 Tewporary. Destroy when superseded
paring routine letters. Also includes or obsolete.
gome Robotyper rolls used for the same
purpose. Arranged humerically by code
number assigned to each letter.

(Current)

315 | LIBRARY MATERIAL
Consists of bound library books, dictionari:e@’, 2.0 Tewporary. Return to Library when no
guides, manuals, ete., waintained for longer needed for reference purposes.
reference purposes.

316 | REFERENCE PUBLICATIONS FILE

Coneists of published waterial such as CIA
Regulations and Notices, OP Meworandums,
and similar reference material.

2.4

SECRE

T

Tewporary. Destroy when no longer
needed for reference purposes.

FORM NO.
1 JAN 36

USE PREViIOUS
‘39a EQtTIONS.,

Approve8 EORREISHIS B0 55 CHEAULEIA-RDPT8:0848PA000400260001-4
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SCHEDULE NO.

57A000100260001-4 0-57

CONCURRENCE

OFF ICE.,

DIVISION,

BRANCH

Personnel, Records and Services Division, Central Processing

S IGNATURE

have been processed for travel and
are now being held pending raturn
processing.

AnnrO\MMAm

FORM NO.
1 JAN 56

|3g USE PREVIOUS

EDITIONS.

Branch TITLE PATE
IJOEM (TITLE, DESCRIPTE(;:,ESAR‘RZEI’;B;\;;.AEIIV%NINCLUSIVE DATES) (C\l/JgKIh(L:JMIET.) DISPOSITION INSTRUCTIONS
317| BRANCH SUBJECT FILE
Consists of correspondence, reports, and 3.0 Tewporary. Destroy when 2 years old.
other papers accumulated in the general (Cut off at end of each year; destroy
adminigtration of the activities of the 2 years.thereafter.)
Branch. Filed by subject.
(1951-1957)
318| TRAVEL CASE FILES
Consists of case files pertaining to the
travel of employees. These files are
accumulated by the Branch in the process
of assisting personnel performing official
travel. Files include travel orders,
shipping data, record of transportation
furnished, foreign duty data, clearances,
etc. Filed alphabetically by surname.
(Current)
a. Active cases. Contains PCS and TDY 3.0 Temporary. Upon completion of each case
cases being actively processed. forward PCS cases to Transactions and
Records Branch for screening and filing
in Official Personnel Folder.. Place
TDY cases in TDY file.
b. Pending cases. Contains PCS and TDY 1.6 Tewporary. Place in file with active
cases on which the Branch has been cases when processing begins.
alimted but on which actual processing
has not begun.
c. -TDY cases. Contains TDY cases which 2.7 Temporary: Place in file with active

cases when processing begins.

7A000100260001-4

a1y .




ITEM NO. FILES IDENTIFICATION VOLUME DI1SPOS ITION INSTRUCTIONS
<. Approved For Release 2005/11721 : CIA-RDP78-00487A000100260001-4

ECRET

. 319 PROCESSING CONTROL CARD FILES

&5

Consists of files waintained for control
and follow-up purposes during the various
stages of processing.

a. Form 1220a, Documentation and Services R" Temporary. Place in employee's folder
Certification. Filed alphabetically by in the Travel Case File (Item 318)
surname . ] upon completion of case.
|
., b. Form 380, Travel Processing Follow- .1 Tewporary. Destroy upon completion of :
( up Record (3x5). Arranged by status case.
-‘. : X of processing and thereunder alphabe-
tically by surname.
c. Form §7’ Control and Travel Record, .2 Tewporary. Place in employee's folder
K (8x103). Filed alphabetically by in the Travel Case File (Item 318)
! surname . upon completion of case.
4. Form 230, Travel Order Documentation 3.0 Temporary. Destroy 6 months after true
It Control (3"x5"). Filed alphabetically separation.

by surnsme.

320 ASSIGNMENT BOOK

Consists of a loose-leaf binder containing .1
the nawes of employees being processed and
the name of the Branch employee assigned

each case. In addition to serving as a
’ reference on who handled each case it
includes information such as dats- employee
checked out, type of duty, and when depen-
dents are to follow. Filed alphabetically
by surnawe.

(1957)

Tewporary. Destroy when all cases on
a page are completed.

SECRET

Anp d Enr Ralaasa 20064424 - ClARRZ8-00wH 748660
raved.| AR A0601002600012
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FILES IDENTIFICATION VOLUME _ DISPOSITION INSTRUCT IONS
3 Approved For Release 20057117271 . CIA-RDP78-00487A00010026800014

. 321 |  POST REPORTS FILES SEGRE‘J

Consists of reports, correspondence, 7.0
brochures, etc., containing informatien
on conditions at overseas posts or
stations. Used in briefing employees,
vwho are going overseas, on housing,
clothing, health, transportation, and
ot the station. Consists |
1 of post reports, FOA
re » intelligence reports, travel
. folders, etc. Filed alphabetically by post.

Temporary. Destroy when superseded or
obsolete.

322 TRAVEL ORDER FILE

Consists of the original signed copy of 9.7 Temporary.
Form 540, Travel Order, waintained as a (Cut off at end of each fiscal year;
record of the authentication of official transfer to the Records Center 1 year
travel, Filed by fiscal year and numeric- thereafter.)

ally thereunder.

(1957-1958)

Destroy when 4 years old.

323 TRAVEL DOCUMENTS FILE .
L zpeeiel Filing |

Consists 6T Venvelopes” containing necessary 2.8

travel documents which will be given to

the employee upon departure. TFile

Temporary. Issue to employee upon
departure on official travel.

ing ports, tickets, ID cards,
1 ' an travel orders. Filed
alphabetically by surname.
(Current)
A e aw el 20064424 . Cl Tn AR7A000100260001-4
HFPIUVCU T UT TN\
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FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

324

325

326

327

SPACE RESERVATION FILE

Consists of Form 93.132, Memorandum

Securing Space for Sale to Passengers
(b"x6" railroad form), prepared &s a
record of reservations wade for each
individua}: Filed alphsbetically by

surname .
(1957)

TRANSPORTATION REQUEST FILE

Consists of SF-1169, United States of

America Transportation Request, meintained

as a record of transportation requests uséd.

Filed alphabetically by name of traveler.
(1954-1957)

TRANSPORTATION FURNISHED FILE

Consists of extra copies of Form 260, Record
of Tranaportation)m containing infor-
mation on type of transportation furnished,
departure date, cost, ticket number, etc.
This file is maintained only for convenience
of reference. Filed chronologically.
(1955-1957)

CHECK OUT REGISTER

Consists of a book containing information
on all employees who have departed for
overseas assignments. Includes informetion
on type of duty, grade, destination, and
sponsoring Division or Office. Filed
chronologically.

(1955-1957)

FORM NO.
1 JAN se

.1

.6

.1

Approvad Eor Release 2005/11/21 - CIAIRDP78-0

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4

SECRET

Temporary. Destroy when 3 months old.

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Tewporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

87A000100260001-4

USE PREViIOUS
‘398 EDITIONS.

RECORDS CONTROL SCHEDULE . CONTINUATION SHEET

(41)




Consists of requests for passports, ID
cards, and Agency badges.

a., Passport Request File.
of request and chronologically there-
under.,

Filed by source 1

(1957)
b. ID Card Request File. Filed chronolo- .1
gically.
(1957)

¢c. Agency Badge Request File:. Filed
alphabetically by name.

(1955-1957)

Annral 2005/41/24 - CIARDP7R.00437A000100260001.4
\TEM NO.| FILES IDENTIF [CATION VOLUME DISPOSITION INSTRUCT [ONS
328 TRAVEL ORDER SIGNATURE FILE
Consists of 3"x5" cards containing 2 Temporary. Destroy when superseded or
signatures of Agency officials authorized. obsolete.
to sign official travel orders. Used as
a check against signatures appearing on
travel orders. Flled alphabetically by
surnanme .,
329 CREDENTTAL FILES
Consists of passports and ID cards turned
in by employees upon completion of travel
and mwalntained by the Branch for possible
re-use.,
a. Passport File. Filed alphabetically 6.0 Temporary. Screen annuslly and return
by nawme. expired passports, and those of
separated employees to Department of
State.
b, ID Card File. Filed alphabetically 1.0 Temporary. Return to Departwent of
by surname. Defense upon separation of employee.
330 CREDENTIAL REQUEST FILES

Temporary. Destroy when 1 year old.

Tewporary. Destroy when 1 year old.

Tewporary. Destroy when 1 year old.

FORM NO. ‘393 USE PREVIOUS

1 JAN sg

EDITIONS.

£rgons




ITEM NO.

FILES IDENTIFICATION

VOLUME

l DISPOSITION INSTRUCT IONS

331

332

CREDENTTAL DISPOSAL FILES

DOMESTIC TRAVEL ACCOUNT FILE

Approved For Release 2005/11/21 : CIA-

Consists of 1lists of Agency badges,
passports, and ID cards returned to the
originators for disposition.

a. Agency Badge Disposal File.
Contains lists of badges returned to
the Security Office for disposition.
Filed chronologically.

(1955-1957

b. Passport Disposal File. Contains
1lists of passports returned to the
Departwent of State for disposition.
Filed chronologically.

(195k4-1957)
c. ID Card Disposal File. Contains
ned to the
for disposition.

Filed chronologically.
(1957

Consists of retained copies of Form 282,
Accounting By Individual For Advance,
Form 260, Record of Transportation, Form
606, Confidential Funds Posting Voucher,
and related correspondence reflecting
accountability for expenditures. This
file contains information on funds
advanced to personnel performing official
domestic travel. Arranged chronologically
(1953-1957)

.1

.1

.1

SECRE|

Apnnroved For Release 2005/41/21 . CILA

FORM NO. ‘393 :::T::::.ﬂout

1 JAN 36

DRZ28.004

amrsmoom 00260001-4

Tewporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 yesr thereafter.)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Tewporary.
clearance.

e |

BZ2A000400260004-4
ke
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Destroy 4 years after audit an
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ITEM NO. FILES (DENTIFICATION _ VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4

333 | CABIE FIIE SEERET

Consists of extra copies of outgoing Tewporary. Destroy when 1 year old.
cables originated by the Branch and mein- (Cut off at end of each year; destroy
tained for convenience of reference. 1 year thereafter.)

Filed chronologically.

(1956-1957)

LIBRARY MATERIAL

Consists of bound library books, dictionaries, 5.5 Temporary. Return to Library when no

guides, wanuals, etc., waintained for Jonger needed for reference purposes.
reference purposes.

REFERENCE PUBLICATIONS FILE

Consists of published material such as Temporary. Destroy when no longer
regulations, notices, airline guides, needed for reference purposes.
hotel guides, and travel processing \
instructions.

§

Appro. - CIA: - A000100260001-4
1 JAN 86 EoiTioNs. RECORDS CONTROL SCHEDULE - CONTINUATION SHEET
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SCHEDULE NO.

7A000100260001-40-57

CONCURRENCE

OFF ICE,

 Branc

DIVISION, BRANCH

Personnel, Records and Services Division, Statistical Reporting

SIGNATURE

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

DISPOSITION INSTRUCTIONS

336

BRANCH SUBJECT FILE

Consists of correspondence, reports, and
other papers accumulated.in the general
administration of the activities of the
Branch. Filed by subject.

(1952-1957)

CONVENIENCE FILE {Reading)

Consists of extra copies of outgoing

correspondence waintained for convenience

of reference. Filed chronologically.
(1953-1957)

PERSORNEL REPORTS FILE

 Consists of periodic and special reports
required on the various phases of personnel
administration. Piled by type of report
and chronologically thereunder.

&. Annual Personnel Statistical Review.

(1953-1957)

b. Monthly Personnel Statistical
Review and supplements thereto.

(1953-1957)

Approved For Release 2005/11/21 : CIA-RDP78-004:

FORM NO.
1 JAN 56

USE PREVIOUS
‘39 EDITIONS.

SECRE]

Tewporary. Destroy 2 years old.
(Cut off at end of each year; destroy
2 years thereafter.)

Tewmporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Permanent. Disposal not authorized.
(Maintain a 5 year level; thereafter
transfer oldest year to the Records

Center after filing current year.)

Permanent.- Disposal not authorized.
(Maintain a 5 year level; thereafter
transfer oldest year to the Records

Center after filing current year.)

87A000100260001-4




statistical inforwation on personnel
activities which were prepared f¥ess
machine record cards. Used primarily
in the preparation of summary reports.
Filed by type of report.

(1953-1957)

Approved For Release 2005/14/24 . CIAR

FORM NO. '393 USE PREVIOUS
EDITIONS.

1 JAN 386
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
' Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4
338 CONTINUED sEGHET
¢c. Quarterly Consultant Report. 2 Permanent. Disposal not authorized.
Contains nawee and amount and rate of (Cut off every other year; transfer
pay of all consultants utilized by the to the Records Center 2 years thereafter.)
Agency.
d. "Eyes Only" strength Report. 3.2 Temporary. Disposal pot authorized.
Contains statistical information sub- (Retain in current files area
stantially duplicated in the Monthly indefinitely.)
Personnel Statistical Review. :
(1947-1957)
e. Monthly Report of Separations. Con- 3.0 Temporary. Destroy when 5 years old.
" tains statistical information on (Cut off at end of each year; destroy
personmal separations by separation 5 years thereafter.) .
factor and includes copies of Form 971
Report of Separation prepared by the
Employee Relations Branch.
, (1952-1957)
f. All other reports including special 6.7 Temporary. Destroy when 2 years old.
reports. (Cut off at end of each year; destroy
(1952-1957) 2 years thereafter.)
339 MACHINE LISTINGS (STATISTICAL TABULATIONS)
Consists of listings containing 17.5 Tewporary. Destroy when 3 years old.

(Cut off at end of each year; transfer
to the Records Center 1 year theresfter.)




ITEM NO. FILES IDENTIFICATION . _VOLUME DISPOSITION INSTRUCTIONS

“ Approved For Release 2005/SE€R@\] RDP78-00487A000100260001-4
340 MACHINE LISTINGS (ROSTERS)

Consists of listings containing rosters

of positions and persomnel which were

prepared from wachine record cards.

(1952-1957)
a. Position Control Register
(1) Quarterly registers. These are | 5.5 Tewporary. Destroy when 1 year old.

the listings prepared for the
months of March, June, Septewber,
and December.

(2) All others: 2.0 Tewporary. Destroy when 1 year old.

b. Cowbined Alphabetical Listing 1.0 Tewporary. Destroy when 1 year old.
(1) Quarterly listings, these are the
listings prepared for the months
of March, June, September, and
December.

(2) All others 2.0 Temporary. Destroy when 1 year old.

c. Neme Change Roster

(1) Annual Listing. These are com- 1.0 Permanent. Disposal not authorized.
' plete compilations of the monthly (Cut off at end of each year; transfer
\. rosters. to the Records Center 1 year thereafter.)
7 (2) Monthly Name Change Rosters .5 Temporary. Destroy upon receipt of

annual roster covering the changes
contained in the monthly rosters.

d. All other rosters 3.0 Tewporary. Destroy when 2 years old.
(Cut off at end of each year; destroy
2 years thereafter.

Approved For Release 2005/11/21 : CIA-&EEB@;AOOMOOZBOOMA

FORM NO. USE PREVIOUS
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341 HORK PAPERS
Consists of work sheets created in the 2.3 Tewporary. Destroy upon preparation )
course of compiling statistics and pre- or related reports.
parting reports. The information contain-
ed in these work papers is reflected
in the final reports.

(1954-1957)

l ) 342 STAFF AGENT CARD FILE
i Consiste of machine record cards con- R Temporary. Destroy upon preparation
taining coded information concerning of a new card or upon separation of
the positions, grade, EOD, DOG, assign- staff agent.

went, etc. of staff agents. Useéd for
preparing rosters and statistical
tabulations on staff agents.

(1955-1957)
343 CODING SHEET FILE
Consists of an unnumbered form, containing .8 Temporary. Destroy upon preparation
coded information, created to facilitate and varification of the related wachine
the preparation of the wachine record card record card.
described above.
(1954-1957)

® 3kl

T/0 CHANGE AUTHORIZATION FILE

Consists of Form 261, T/O Change Authori- 3.2 Temporary. Destroy when 1 year old.
zation, and related correspondence. Used (Cut off at end of each year; destroy
in maintaining the Position Control 1 year thereafter.)
Register current. Arranged organization-
ally.

(1953-195T)

EGRET

T "RUP78-00487A000100260001-4 (a1)
RECORDS CONTROL SCHEDULE . CONTINUATION SHEET . . L
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SECRET
Fetms /150,150, |1 58 ¢ H 5EE

Consists of copies of SP-56—eamd—SF-52- 1.0 Temporary. Destroy when 6 months old.

received by the Branch and used to

prepare the Daily Strength Report. .The

Daily Strength is also reflected in

the MPSR. Arranged chronologically.
(1957)

345 PERSONNEL ACTION FILE

APPLICANT PROCESSING CANCELLATION FILE

Consists of Form 639, Cancellation of ’ Temporary. Destroy upon preparation
Applicant Processing, used by the of the monthly report.

Branch in compiling informetion for a
wonthly applicant cancellation report.
Filed alphabetically by applicant's

nawe.
(1956-1957)

GRAPHIC CHART FILE

Consists of large statistical charts Temporary. Destroy when superseded
prepared for use in briefings and train- or obsolete.

ing courses. Includes charts on civilian
and wilitary combineéd strength, staff
personnel gains and losses, promotion,
rate, and departwental and field on

duty- strength.

COURIER RECEIPT FILE

Consists of the Branch copy of Form Tewporary. Destroy when 1 year old.
35-16, Courler's Classified Mail
Receipt, which was signed by the courler
at the time the material was picked up
for delivery to addresses. Filed
chronologicsally.

(1956-1957)

Annmvwmm&%mw&gm 4
FORM NO. '393 USE PREVIOGUS
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349

Approved For Release 2005/11/21 : CIA-

LIBRARY MATERIAL

Consists of bound library books,
dictionaries, guides, wanuals, etc.,
waintained for reference purposes.

REFERENCE PUBLICATIONS FILE
Consists of published waterial such as

regulations, notices, handbooks, etc.,
waintained for reference purposes.

DP78-004

1.0

Appraved For Release 2005/11/21 - CIAJ

FORM NO. '393 USE PREViOUS

1 JAN s6

SECRET!
RDP78-004.

SECRET

87A000100260001-4

.

Temporary. Return to Library when no
longer needed for reference purposes.

Tewmporary. Destroy when no longer
neefled for reference purposes.

87A000100260001-4
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CONCURRENCE

OFFICE, DIVISION, BRANCH S1GNATURE

Personnel, Records and Services Division, Transactions and

TITLE DATE
Records Branch
ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

351 | BRANCH SUBJECT FILE

Consistes of correspondence, reports, and 3.8 Tewporary. Destroy when 2 years old.
other papers accumulated in the general (Cut off at end of each year; destroy
adwinistration of the activities of the 2 years thereafter.)
.{ Branch. Filed alphsbetically by subject.
(1952-1957)

352 | LEAVE RECORD FILE

Consists of SF 1137, Leave Record, maintained .1 Tewmporary. Destroy when leave balance
for each employee of the Division as a record is transferred to new card or emwployee
of leave taken and accrued. Filed alphabe- leaves the Division.

tically by surname. -

353 | CFFICIAL PERSONNEL FOLDER FILE

Consiste of official personnel folders 823.3
containing papers which cowpletely docu-
ment the service of an employee. Each
folder consists of two sections; A section
.< comprising permenent documents filed on the
right side of the folder, and a section

cowprising temwporary records, filed on the
left side of the folder. Filed alphabetically
by name.

(Current)

a. Staff Employee Folders. Temporary. Dispose of in the following

wmanner:

1. Upon true separation for reasons other
than transfer to other Federal Agencies

8. Screen and destroy duplicate docu-
wents on left side of folder.

7A000100260001-4

- | SEG
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353 | OFFICIAL PERSONNEL FOLDER FILE CONTINUED E“REE b. File {older: alflixabegtl:any by
name in an inactive e.
s o c. Cut off inactive file at end of

jeach year and transfer te the '
“Records Center 1 year thereafter.
d. Destroy, at the Records Center
75 years after birth of employee
or 60 years after date of earliest
document in the folder if date of |
] birth cannot be ascertained, pro-
vided employee has been separated
or retired for at least 5 years;
‘ or destroy 5 years after death of
ewployee whichever is sooner.

2., Upon true separation when employee
transfers to another Federal Agency - -

a. Screen and destroy duplicate
documents on left side of folder.

b. TFile folder in a temporary file,
in alphabetical order, pending
receipt of a request for the folder
from the gaining Agency.

c. Upon receipt of request for the
folder sereen folder and remove
classified and sensitive documents

in accordance with nd a5
file this material 11y
‘ in the inactive file of true separa-
8 tion. -

3. Upon separation to Staff Agent Status

8. File folder alphabetically in
inactive file of separated euployees.

b. Upon receipt of notification of
termination of Staff Agent.status,
return folder to active file or
handle as true separation as
appropriate.

- GRE
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"+ | 353 | OFFICIAL PERSONNEL FOLDER FILE CONTINUED

b. Consultants Folders Tewporary. Upon termination of consultants
Congtsts of official folder containing services, place folder in inactive file with '
papers which document the affiliation folders of employees who were true separations
of individuals with Agency as overt con- for reasons other than transfer to other
sultants. File includes correspondence Federal Agencies, and then dispose of as
and related form records pertaining to ] prescribed in disposition instruction lc and 4.

the justification for consultant, )
contract and contract agreements, security
clearance, and consultants status. Filed

.«; alphabetically by nawe.
- (Current)
c. W.AE. FOLDERS i ’
Consists of official folders containing Temporary. Upon final terwination of
papers which document the part-time individual's employment place folder in
Agency ewmployment of individuals paid inactive file with folders of employees
on 8 "when actually employed"” basis. who were true separations for reasons
Filed alphabetically by name. other than transfer to other Federal
(Current) Agencies, and then dispose of as

prescribed in disposition instruction lc and.d.

354 | PERSONNEL FOLDER LOAN REQUEST FILE

Consists of copies of Form 198, Certified .3 Tewporary. Destroy upon return of
Request For Loan and Form 198a, Certified folder to which card relates.
Report of Transfer. These 3"x5" cards are

‘ used in the charge out and control system

for Official Personnel Folders. Arranged
alphabetically by name.

(1957)

| -
s&ﬁ“\'-l
. - - 87A000100260001-4
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FILES IDENTIFICATION

356

357

pPprov

A :
NATIVE EMPIDYEE FOLDER FILE 3

Consists of official folders containing
papers which document the employment of
native personnel by O0/FBID. Folder
includes aspplication for employment,
employee agreement, anti-strike affidavit,
and personnel actions. Filed by Bureau
and alphabetically by name thereunder.
(Current)

APPLICANT FOLDER FILE

Consists of case files on individuals who
have applied for employment with the Agency,
Folders include spplication for employment,
report of interview, personal history state-
ment, and request for security clearance.
Documerts from these folders become a part
of the Official Personnel Folder upon en-
trance on duty of individusl. File also
contains cases on selected "Fulbright"
students. Filed alphabetically by name.
(Current)

SERVICE RECORD CARD FILE

Consists of copies of SF~T, Service Record
Card, maintained on each Staff employee,
$taff agent, and overt consultant. The file
provides a current picture of each Organiza-
tional segment and shows such information
as location of employees; vacencies pending
actions; and names of incumbents of position
The file also provides & summarigzed record
of the employees service.

a. Service Record Cards on staff employees
and staff agents.
(Current)

Approved Eor Release 2005(11/21 . - CIA.R]
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Filed orgaenizationally.
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DISPOSITION INSTRUCTIONS

T
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Temporary. Upon termination of individuals
employment, place folder in inactive Mative
Employee file and then dispose of as
prescribed in item 353 disposition instuction
lc and d.

Temporary. Screen annually and destroy
those indicating a period of 2 years since
date of last interest, except those

whose qualifications have been coded or those
with a suspense notation Br retention due

to security, medical, or congressional
interest factors, which will be destroyed

5 years after date of last contact unless
otherwise noted.

Temporary. Disposal not authorized at this
time. (Place in inactive file upon
separation of employees and retain in
current files area.

SECREL o
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357 | SERVICE RECORD CARD FILE CONTINUED $EGRET

b. Service Record Cards on overt consultants}p .l Tewporary. Disposal not authorized at
Filed alphabetically by name. this time. (Upon termination of consultants
. (Current) gervices place card in inactive file
described above.)

POSITION IDENTIFICATION STRIPS

Consists of copies of SF-Td, Position Identi- Tewporary. Destroy when position is canceled
fication Strip, used with SF-7, Service or new strip is prepared.

Record Card, to provide summary data on each
position occupied. Filed organizationally.
' (Current

APPLICANT CONTROL FILE

Consists of a 3"x5" eard (not a form) for eacl
applicant folder waintained and on which

the location of the folder is noted when
charged out; a copy of Form 37, Record of
Destroyed Applicant File, for each applicant
folder that has been destroyed; and a copy of
Form 87, Field Reject Card, for each applican
re jected and for which a folder was not
prepared. Filed alphabetically by nauwe.

a. 3"x5" applicant folder card. Temporary. Destroy upon EOD or destruction /
_of applicant folder and preparation of Foruw
37, Record of Destroyed Applicant File.

b. Form 37, Record of Destroyed Applicant Temporary. Disposal not authorized.
File. (Cut off file at end of each yearj transfer
. to Records Center 2 years thereafter.)

e. Form 87, Field reject Card. Temporary. Disposal not authorized. ~
(Cut off file at end of each year; transfer
to Records Center 2 years thereafter.)

! Forim 38 o
/ [er s 3s Coritsea+ Z(Fﬁ@‘f Gﬁ‘/fﬁj
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360 APPLICANT TICKLER FILE SE@RET

Consists of 3"x5" cards prepared on selected Temporary. Destroy after folder has

applicants and used as a follow-up. The been forwarded to appropriate office.
cards are prepared in response to requests

from offices which desire to have an appli-
cant's folder forwarded at a specified
future date. Filed chronologically by
date of follow-up.

Current)

_’ 361 STATUS OF PROCESSING FILE

Consists of Form 835, Appointuwent Processing 1.7 Temporary. Destroy 3 months after
Record (5"x8"), containing information on completion of processing. (Place in
applicants, such as date of security ini- inactive file upon completion of

tiation, date interim letters were sent,
physical location of folder, etc. Card is
used as a reference to the processing
status of each applicant and as a locator
on the folder. Filed alphabetically by
name.,

. (Current)

processing destroy 3 wonths thereafter.

362 PROCESSING TICKLER FILE

Consists of Form 835a, AppointmenW 1.0 Tewporary. Destroy upon completion of
Control, used as a tickler for Form 835, processing.
Appointment Processing Record, and to

‘ : schedule interim correspondence sent to

applicants during processing. Filed
chronologically by date of follow-up.
(Current)

SECRET
.
AODFOVWWAELDWS-"" 87A000100260001-4

FORM NO. ‘393 USE PREViIOUS

(a1}

1 JAN 56 EoiTioNs. RECORDS CONTROL SCHEDULE - conTiNuATION SHEET




ITEM NO.

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

363

366

APPLICANT INQUIRY FILE

Consists of 3"x5" cards on applicants

in process containing namwe of applicant
and office for which he is being processed.
The cards are used a&s a guide in answering
inquires coming from outside the Agenecy;
the color the card indicating the amesunt
of informwation which can be divulged., Filed
alphabetically by name. 1
(Current)

EMPLOYEE LOCATOR FILE

Consists of cards maintained on employees
of the Agency containing nawe, grade, position
title, office to which assigned, etc. Cards
are used as guides in answering inquires on
credit references, salary, ete. The color

of the card indicates the amount of informatid
which can be divulged. Filed alphabetieally
by name.

=]

EMPLOYEE INQUIRY AND ACTION FILE

Consists of Form 81, Record of Inquiry

and Action Taken, containing a record of
information on employees furnished in
response to inquires directed to the Agency.
Used to determine what information has been
furnished previously. Filed alphabetically

by name.
(1956-1957)

PERSONNEL ACTION FILE

Consists of Flexowriter tapes used in
preparing personnel actions. These tapes
replace the file copiles of .SP50 previously
waintained by the Branch..” Filed alphabe-

tically by name.
y by ~ 5o
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Tewporary. Destroy upon applicants
entrance on duty and preparation of
Employee Locator Card.

Tewporary. Disposal not authorized,
retain in current files area indefinitely.

Temporary. Destroy 1 year after last
inquiry. (Screen annually and destroy
cards on ewployees on which there has
been no action in the past year.)
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1% cesiiocs of heviag Fetiris Y
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T cover reference 4.2 o beig cbbe
Temporary. Destroy upon preparation ™
of new tape

1ay)
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Approved For Release 2005/11/21 : CIAJRDP78-00487A000100260001-4
367! PERSONNEL ACTION TRANSMITTAL FILE EGRET
1.2

e HBO
'/,v"COns'istsl of lists used to transmit copiles
L of SE<5¢5, Notification of Personnel Action,
40 the Office of the Comptroller. The Tile
is in two parts; one consisting of retained
copies of the transmittals and other
containing the return signed copies.

(1956-1957)

Temporary. Destroy when 6 wonths old.

LEAVE WITHOUT PAY FILE

Consista of 3"x5" cards covering personnel Tewporary., Destroy upon retura to duty.
on leave without pay. Cards contain nsme of
individual, date leave without pay began,
and date of expected return to duty. These
cards are used to confirm date of return
with the individual and as a basis for pre-
paration of Form 377, Request for Security
Clearance. Filed chronologically by date
of expected return. :
Current)

POSITION INVENTORY SUBJECT FILE

Consists of correspondence, reports, and Temporary. Destroy vhen 2 years old.

other papere accumulated in the general (Cut off at end of each year; destroy
administration of the Position Inventory 2 years thereafter.)
Section. Filed alphebetically by subject.

(1954-1957)

Anprov
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370/ COURIER RECEIPT FILE SE{}EET
.1

Consists of the office copy of Form

35-16 Courier's Classified Mail Receipt

vhich was signed by the courier at the time

the material was picked up for delivery

to addressee. Filed chronologically.
(1957)

Temporary. Destroy when 1 year old.

CLASSIFIED MAIL LOG

Becord of the receipt and dispatch of all
classified waterial and selected unclassifie
reports and correspondence. Separate logs
are waintained for incoming and outgoing
material, outgoing log carries courier
receipt no. File maintained primarily for
security reasons. Filed chronologically.
(1953-1957)

Temporary. Destroy when 1 year old.

REFERENCE PUBLICATIONS FILE

Consists of published material such as
regulations, notices, handbooks, eirculars.
etc., maintained for reference purposes.

Tewporary. Destroy when no longer
needed for reference purposes.

Amereved-ForReloase-2005/.11/21: CLA R7A000100260001-4
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DISPOSITION INSTRUCT!IONS

373

37

375

DIVISION SUBJECT FILE

PROGRESS REPORTS FILE

CONVENIENCE FILE (Reading)

Consists of correspondence, reports, and other
papers pettaining to the drafting of contract
for personal services of individuals, commer-
cial firms, and educational institutions;
computation of equalization allowances; and
the administration and processing of staff
agents. Filed alphabetically by subject.
(1952-1957)

n

Consists of semi-annual and annual reports
prepared for the Director of Personnel. Thesde
reports contain summarized information of
the activities of the Division and outline
progress, program plans, and objectives.
Filed chronologicallz.

(1954-1957)

Coneists of extra copies of outgoing

correspondence maintained for convenience

of reference. Filed chronologically.
(1956-1957)

FORM NO.
1 JAN 56

USE PREVIOUS
‘39 EDITIONS.

1.5

.1

.2

Tewporary. Destroy when 3 years old.

(Cut off at end of each year; transfer to

the Records Center 1 year thereafter.)

Temporary. Destroy when 5 years old.

Tewporary. Destroy when 1 year old.
(Cut off at- end of each year; destroy
1 year thereafter.)

1
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0E Approved For Release 2005/11/21 : CIA-R 87A000100260001-4
376 | DIVISION PEREONNEL FILE
’ Consists of copies of personnel documents .1 Tewporary. Destroy 6 months after
which reflect the assignment, transfer and transfer or separation of employee.
promotion of Division ewmployees; also
includes OFhb and other information used
in administering the activities of Division
personnel. Filed alphabetically by surname.
(Current)
377 LIBRARY MATERIAL
. Consists of bound library books, dietionaries|, 5.2 Temporary. Return to Library when no
guides, manuals, etec., waintained for longer needed for reference purposes.

reference purposes.

oroeE]
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SCHEDULE NO.

other supporting papers. Filed alphabe-
tically by pseudonym or cryptonym as
appropriate.

(Current)

)
p78.0049

RS CONIRMIS8HEMNES/11/21 : CIA-RRFBBETA7A00010026000104 57
OFFICE. DIVISION, BRANCH SIGNATUR 2:0
Personnel, Contract Personnel Division, Special Contracting TITLE , _ - -
| _Brepch : C/CPp L 2 Sy
ITE ’
NO?A (TITLE, DESCRIPT';(;IIV_,ESARIRDAIEVZEEIJT(‘:,ABIIV%NINCLUSIVE DATES) (c\zlzglngIET. ) DISPOSITION INSTRUCTIONS
378 PERSONAL SERVICES FOLDER FILE
Consists of case files contalning papers
documenting the assignments of detailed
military personnel and the personsl services
of an employee on a contract basis.
a. Detailed Military Personnel Folders. 6.5 Temporary. (File folders alphabetically
Files contain copies of the Letters of by neme in inactive file upon completion
Authorization, Amendents, the Milifary of assigmment. Cut off inactive file at
Detail Information Check List, etc. end of each year; destroy 1 year thereafter.)
Filed alphabetically by pseudonym.
(Current)
b. Contract Personnel Folders. Files contain 29.5 Temporaxry.
copies of the contract, amendments, and 1. Upon termination of individuals

employment place folder in inactive
file.

Cut off inactive file every other
year and transfer to Records Center

1 year thereafter.

Destroy at the Records Center T5 years
after birth of employee or 60 years
after date of earliest document in
the folder if date of birth cannot be
ascertained, provided employee has
been separated or retired for at least
5 yeers; or destroy 5 yeasrs after
death of employee whichever is sooner.

2,

3.

ZA000100260001.4
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379 | CONTRACT CONTROL FILE schEf
AH
’ Consists of copies of Form 334, Contract 4.5 Temporary. Destroy when 3 years old.
Control, used to record contract data and to (Place in inactive file upon expiration
notify area divisions of contract expirationsi of contract; cut off inactive file at
Form contains information on original contract end of each year and destroy 3 years there-

date, awendwents, names and gtatus of indivi- after.) .
dual, compensation, etc. Arranged organiza-
tionally and alphabetically by project and
pseudonym thereunder.

(1949-1957)

@ | 380 | pocouETaTION CARD LOG

Consists of 5"x8" cards maintained on
contract personnel, staff agents, and detaile
military personnel, and a 3"x5" crose
reference. The 5"x8" cards are used to
record the receipt and dispatch of corres-
pondence and documentation on the above

types of personnel.

14

a. 5"x8" cards containing employee L2 Tewporary. Place in inactive file
pseudonym, area division to which assignefi, upon termination of services. (cut
and a code number used as a cross refer- off inactive file at end of each year
ence. These cards are used to record destroy 3 years thereafter.)
the receipt and dispatch of documentation
on contract personnel, staff esgents, de-
tailed wilitary personnel, and are filed
alphabetically by pseudonym.

‘ (1951-1957)

b. 3"x5" cross reference maintained in two 1.1 Tewporary. Destroy upon destruction of
sets; one set arranged numerically by codg related 5"x8" card log.
number; and one set arranged alphabeticallly
by naune.

y ECRET
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N 381 COVER AGREEMENTS FILE
Coneists of retained copies of various types 1.0 Permanent. Disposal not autherized.
of agreements between the Agency and indivii (Place 1n file of completed projects
dual cowpanies, commercial firms, ete. File : upon termination of project; cut off
also contains information on plans for the completed project file at end of 2 years
internal processing and integration of and transfer to Records Center.)

individuals into the organizations ; the
organization and function of the companies ’
firws, etc.; and serves as the documenta-
tion for certain projects and participants
. in the projects. Filed alphabetically

by project.
(1952-1957)

382 SAMPLE CARDS

Consiste of 5"x8" card files containing T Tewporary. Destroy when superseded or
R sample paragraphs used as guides in pre- obsolete.
Paring routine contracts. A reference
card file is maintsined by each person
responsible for preparation of contracts.
Filed alphabetically by paragraph subject
content,

(Current)

383 SELECTED CONTRACT FILES

. Consists of copies (in addition to those W4 Tewporary. Destroy when no longer needed
in the appropriate Contract Personnel Folden) for reference purposes.

of contracts selected for possible later

use as guides in the preparation of similar

contracts. ;

—Appraved Faor Release 2005/11/21 : CIA. SEGR- ZA000100260001-4
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SECRET

Consists of case files containing copies of 2.0 Tewporary. Destroy 1 year after close
internal administrative documents authorizin of project.

deviations from norwal Agency rules,
regulations, and policy pertaining to approve
Agency proJjects. These plans are waintained
for references purposes. Record copiles

are retained by the Commercial Staff. Filed
by project title.

(1953-1957)

384 ADMINISTRATIVE PLANS FILE

COURIER RECEIPT FILE

Consists of the Branch copy of Form 35-16, Temporary. Destroy when 1 year old.
Courier's Classified Mail Receipt, which
was signed by the courier at the time the
waterial was picked up for delivery to
addressee. Filed chronologically.

(1957)

REFERENCE PUBLICATIONS FILE
Consists of published waterial such as regul Tewporary. Destroy when no longer
tions, notices, handbooks, etc., maintained needed for reference purposes.
for reference purposes.

LIBRARY MATERIAL
Consists of bound library books, dictionarie Temporary. Return to Library when no

guides, wanuals, etc., waintained for longer needed for reference purposes.
reference purposes.
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Personnel, Contract Personnel Division, Processing Branch =7 TPD 7 TS

ITEM | FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

388 STATISTICAL REPORTS FILE

Coneists of an unnumbered form titled "Status .2 Permanent. Disposal not authorized.
.of Staff Agents," prepared monthly to Retain in current files area indefinitely.
furnish statistics to the Statistical Report-
ing Branch to be included in the appropriate
registers. Information includes the number
of staff agents on duty at end of month, gr
gains and losses, number in process, ete.
Filed chronologically.

%1952—1957)

OFFICIAL STAFF AGENT FOLDER FILES

Consistes of two files waintained on staff
agents. Files contain papers which complete
document the service of an employee as &
staff agent and are maintained separately
for security reasons.

a. Folder File. Consists of request for Temporary. Upon termination of employees
appointment of individual as staff agent service as a staff agent.
Staff Agent Letter of Appointment, 1. Sterilize documents in folder.
SF52, Request for Personnel Action, etc. 2. Forward to Records and Services
Folders contain a code number cross Division for incorporation in the
referenc@d to the Confidential Jacket Official Personnel Folder.
File and are filed alphabetically by
Pseudonyu.

(Current)

Apprn\lw -0048+A0001406260001-4
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389

390

391

Approved For Release 2005/1 112.1 : CIA-RDP78-00487A000100260001-4

OFFICIAL STAFF AGENT FOLDER FIIES CONTINUED

b. Confidential Jacket File. Consists of
docuwents in true name such as Ferw4F-
57, Pexsonai-Histery-Séatewent, Form
259, Medical Action Request and Report,
Pseudonym Acknowledgement Form, etc.,
and are filed numerically by code number|.
(Current)

STAFF AGENT RECORD CARD FILE

Consiste of OF4b, Employee Record Card,
maintalned on staff agents and used as a
basis for initiating personnel actions;
recording personnel actions, training, and
qualifications; and noting other information
needed in the wanagement of staff agents.
Filed organizationally and by pseudonym there-
under.

(Current)

STAFF AGENT POLICY FILE

Consists of a loose-leaf binder containing
memoranda, excerpts from regulations and
notices, Office of Personnel Meworanda, etc:
File is used in the general administration
of staff agents and provides information

on leave, promotion, marriage, separations,
etc. Arranged alphabetically by subject.

1954-1957)

.

SEGRET

1

Temporary. Upon termination of employee's
service as a staff agent forward to
Records and Services Division for incorpor-
ation in the Official Personnel Folder.

Ferm 57T, Fes 4his meen 5F-57,
The FPHS iz Ferm 444

Temporary. Destroy 1 year after
termination of staff agent status.

Temporary. Destroy when no longer
needed for reference purposes.

p
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FORM NO.
t JAN S¢

'3ga USE PREVIOUS

EDITIONS.

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET

[4!)




ITEM NO. FILES IDENTIFICATION . VOLUME DISPOSITION INSTRUCT [ONS
¥ Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4

* 392 APPomm REFERENCE FILE SEBRET

Consists of copies (in addition to those .2 Tewporary. Destroy when 1 year old.
in the individual Staff Agent Files) of

"Letters of Appointment" maintained for
reference and guides in the preparation
of similar letters. Filed alphabetically

by pseudonym.
- (1954-1957)

‘I. 393 PAYROLL CHANGE FILE

Consists of copies {in addition to those .l Temporary. Destroy when 6 months old.
maintained in the appropriate Staff Agent
Folder) of SF 1126, Payroll Change Slip.
Pile is maintained for reference to
payroll changes effected by periodic

step increase, promotion, etec. Arranged
organizationally and chronologically

thereunder.
(1956-1957)

394 FITNESS REPORT NOTIFICATION FILE

Consists of retained copies of form letters .1 Tewporary. Destroy when 3 months old.

sent to area divisions as notifications

to prepare Fitness Reports on staff agents.

! . File also contains some notifications of

. overdue Fitness Reports. Arranged organi-

zationally and chronologically thereunder.
(1957)

395 REQUEST FOR PERSONNEL ACTION FILE

Consists of copies (in addition to those 1.5 Temporary. Destroy when 2 years old.
in the appropriate Staff Agent Folder) (Cut off at end of each year; destroy
of SF52, Request for Personnel Action, 2 years thereafter.)

wainteined for convenience of reference
Filed chronologically.

(1952-1957)

Annrovm&aﬂwmummmmm nd
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. 396|  TRANSMITTAL FILE SEGRET
Consists of returned signed copies of .1 Temporary. Destroy when 1 year old.
manifests which accompanied staff agent (Cut off at end of each year; destroy
personnel actions and other actions to the 1 year thereafter.)
appropriate officess Filed chronologicallyj.
1957

397 REFERENCE PUBLICATIONS FILE

Consists of published material such as 2.0 Temporary. Destroy when no longer
. regulations, notices, handbooks, OP needed for reference purposes.
Directives, and similar reference waterial.

) SECRET
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Personnel, Contract Personnel Division, Allowances Branch
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(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(cuBIC FT.)

7 Y& S

DISPOSITION INSTRUCTIONS

398

399

400

ALLOWANCES WORKING FILE

POST

Consists of correspondence, reports and
other papers pertaining to the computation
of equalization allowances, processing of
allowance claims, educationsl claims, etc.
Filed alphabetically by subject.

(1952-1957)

ALLOWANCE CLASSIFICATION FILE

Consists of 5"x8" cards containing informe-
tion on allowances authorized for use at
posts where formalized allowances have

not been established. Cards contain country
name, location of post, the classification
for each type of allowance, and are used as
guides when processing claims for these
allowances. Filed alphabetically by post

nawe.
(1955-1957)

EQUALIZATION ALLOWANCE FILE

Consists of 5"x8" cards maintained on
employees who have been given equalization
allowances in addition to regular post
allowvances. Cards contain employee name,
type of allowance granted, fawmily status,
etc.,, and serves as a reference to those
employees granted equalization allowances.
Arranged alphabetically by country and
post and by employee name thereunder.
(1952-195T)

-9
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2 years thereafte

obsolete.

7A000100260001-4

r.)

Temwporary. Destroy when 2 years old.
(Cut off at end of each year; destroy

Tewporary. Destroy when superseded or

Tewporary. Destroy 1 year after termina-
tion of equalization allowance.

tany)




ITEM NO. FILES IDENTIFiCATION VOLUME

. DISPOSITION INSTRUCTIONS
‘% Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4
4o1 SEPARATION AND SPECIAL ALLOWANCE FILE ﬁ“““_
Consists of cases maintained on euwployees .3 Temporary. Destroy when 1 year old.
who have been given separation or special (Cut off at end of each year; destroy
allowances. Cases contain requests for and 1 year thereafter.)

Authorization for Separation Allowance, and
other related correspondence. TFiled
alphabetically by nawe.

(1953-1957)

. 402 STAFF EMPLOYEE AGREEMENTS FILE
Consists of retained copies of integree .2 Temporary. Destroy 1 year after
agreements waintained on Staff Ewployees who expiration of agreement.

have been integrated into other agencies.
File contains information pertaining to
agreewents and understandings between
the Afency and the ewployee such as service
outside the continental liwits, transporta-
tion of dependents, etc. Filed alphabe-
tically by name.

(1953-1957)

403 REFERENCE PUBLICATIONS FILE

Consists of published material such as 1.0 Temporary. Destroy when no longer
regulations, notices, salary tables, needed for reference purposes.
travel regulations, public laws, etc.,

‘. maintained for reference purposes.

SECRET
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SCHEDULE NO.

L0~
REGOBES/ SANRORBEAED B0B5/11/21 : CIA-RDP78-004$740001002600014 0-57

o o r4
OFFICE, DIVISION, BRANCH g

Personnel, Benefit and Casualty Division, Office of the Chief |

A A OK AP TZr 7o 7
ITEM FILES IDENTIFICATION VOLUME

DISPOSITION INSTRUCTION
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.)

Lok DIVISION SUBJECT FILE

Consists of correspondence, reports, and 3.8 Tewporary. Destroy when 3 years old.
other papers pertaining to the operation of (Cut off at end of each year; transfer

a program of life, health, and certain to Records Center 1 year thereafter.)
. incidential insurance coverages for Agency

personnel; the processing of claims resultin
from these coverages; the counseling and
guidance of personnel concerning Civil
Service Retirement benefits; and the general
supervision of the CIA Credit Union. Filed
alphabetically by subject.

(1954-1957)
Los CONVENIENCE FILE (Reading)

Consiste of extra copies of outgoing .5 Temporary. Destroy when 1 year old.
correspondence maintained for convenience (Cut off at end of each year; destroy 1
of reference. Filed chronologically. year thereafter.)

(1953-1957)

Lo6 BOARD OF DIRECTORS FILES

a. Credit Union '
Consists of the official minutes, reportg, 2.0 Permanent. Disposal not authorized. (Cut
gggtgggzro;ozizsgg:ggngg ;iiggigr:°f2?e off at end of every other year and transfer
the Northwest Federal Credit Union. File to Records Center thereafter 1 year).
contains inforwation on the financial
status and policies and procedures for the
internal operation of the Credit Union
System. Filed alphabetically by

- subject.
(1952-1957)

SEGRET

Approved For Release 2005/11/21 - CIA-RDP78-00487A0004002600044
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ITEM NO. FILES IDENTIFICATION ] VOL, DISPOSITION INSTRUCT IONS
e Approved For Release 2005/11/21 : CIA 0487A000100260001-4

ko6 BOARD OF DIRECTORS FILES CONTINUED

b. Government Employees Health Associafion 1.0 Permanent. Disposal not authorized.
Consists of the offieial minutes, agends, (Cut off at end of every other year
reports and similar wmaterial prelated to and transfer to Records Center 1 year

the meetings of the Board Directors thereafter.)
for the Government Employees Health e

Association Inc. This file also contaihs
the Charter and By-laws. Filed

chronologically. .
(1952-1957)
. 407| REVOLVING FUNDS FILE
Congists of retained copies of Form 33-16 .1 Temporary. Destroy when 4 years old.
Accounting by Individual For Advance, Form (Cut off at end of each year; destroy
36-126, Reimbursement For Transportation 4 years thereafter.)

Expense, and related correspondence
reflecting accountability for expenditures
on a wonthly basis. This file contains
information on funds used for emergency
transportation expenses by the Division.
Filed chronologically.

L (1952-1957)

ko8 CABLE FILE

Consists of a record of the receipt and .8 Tewporary. Destroy when 1 year old.

dispatch of cables received from field (Cut off at end of each year; destroy
‘ offices and forwarded to the branches for 1 year thereafter.)

action. Contains information on subject

matter, cable number, date received, to

whow sent, etc. After appropriate action
cables are also placed in this file. File
arranged organizationally and chronologically

thereunder.
(1954-1957)

v ]-
—Approved-Eor Ralease 2008/11/21 (‘IAM- 0 87A0001002600Q1-4
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Approved For Release 2005/1 112A1 : CIA-RDP78-00487A000100260001-4
o9 MASTER INSURANCE POLICY FILE SE R!.T
 SEGE

Consists of master insurance policies issued
companies insuring Agency ewployees. These
policies serve as & source of reference

to the insured for policy limitations,
coverages, etc. Individual policies were ng
issued by the United Benefit Life Insurance
Company .

* Permanent. Disposal not authorized.
(Retain in current files area indefinitely)

(Current)

REFERENCE PUBLICATIONS FILE

Consists of published waterial such as Temporary. Destroy when no longer needed
regulations, notices, GEHA leaflets, ete., for reference purposes.
maintained for reference purposes.

LIBRARY MATERIAL

Consists of bound library books, dictionarids, 3.0 Tewporary. Return to Library when no

guides, manuals, etc., maintained for longer needed for reference purposes.
reference purposes.

£
. _s H 00044
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OFFICE, DIVISION, BRANCH SIGNATURE
Pensonnel, Benefits and Casualty Division, Insurance Branch

40-57
CONCURRENCE

TITLE DATE

| TEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

DISPOSITION INSTRUCTIONS

hiz BRANCH SUBJECT FILE

Consists of correspondence, reports, (activity 3.0 Temporary. Destroy when 2 years old.
and progress) and related papers pertaining (Cut off at end of each year; destroy

to the Agency Insurance Program and the 2 years thereafter except papers relating

.‘ general administration of the activities to establishment of programs with under-
gﬁbgg‘; tBra-n°h° Filed alphabetically by writers which will be retained indefinitely)

(1953-1957)

L3 INSURANCE CORRESPONDENCE FILES

Consists of correspondence, reports, dispatches, 2,1 Temporary. Destroy when 2 years old.
and releted papers pertaining to the (Cut off at end of each year; destroy
adwministration of the insurance prograum. 2 years thereafter.)

L Files contain information on changes of
policy coverages, delinquent premium
payments, application cancellations, claims
settlewents, etc. These files are a part
of the Subject File maintained separately
for convenience of reference. Filed
alphabetically by subject.

[ J ' (1950-1957)
kay DEATH BENEFITS AND CLAIMS FILES
Consists of coples of reports, certificates, .1 Tewmporary. Upon final processing of the
and related correspondence accumulated by claims forward all material on each case
the Branch during the processing of claims to the Casualty Affairs Branch to be
for deceased employees. Types of material incorporated in the appropriate case file,
. includes copies of the Death Claim@ (item 436).
; Certificates, Proof of Death Certificate,

beneficiaries acknowledgement of payment,
etc. Filed chronologically.

. 1955-1957) %qﬁgl
Approved For Release 2005/11/21 : CIA-RDP78-| 000100260001.4
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115 | INSURANCE PROGRAﬁrin&\‘(gd For Release 2005/11/21 : CIA- ﬁDP78-00487A000100260001-4

N Consists of the original applications, en- SEGRET
: rollument cards, and copies of certificate of ‘
insurance prepared for employees who are
weubers of the various insurance prograums

in which the Agency participates.

a. WAEPA File. Consists of copies of cer- 10.7| Disposal not authorized by this schedule.

tificates for 1life insurance coversages (Place in inactive file upon cancellation
issued by the War Agencies Employees of policy, cut off ipactive flle at end
Protective Association. This file also of each year and transfer to Records
includes the Employee's Statement of Center 1 year thereafter).
Health, and Form 3%=39%, Insurance

e. Application Attachment. Néw Accidental

Death Clauses are issued each year and
are retained by WAEPA. Filed numerically]
by certificate number.

(1947-2957)  “— 5=

b. UBLIC File. Consists of the Employee 3.6 Disposal not authorized by this schedule.
Enrcllment Card for membership in the (Place cardsin inactive file upon
United Benefit Life Insurance Coupany, cancellation of policy; cut off inactive
Form 152, Insurance Application file at end of each year and transfer to
Attachment, and Form 153a, Memorandum Records Center 1 year thereafter.)

of Understanding. These cards contain
the nawe of the applicant, group
clasgification, effective date of policg;
amount of premium, etec. Individual
certificates are not issued under this
plan. Filed nuwmerically.

(1948-1957)
é. c. Mutual Hospitalization File. Consists 13.7 | Disposal not authorized by this schedule.
of the Enrollment Card and Form 276, (Place cards in inactive file upon
Posting Card, for employees with hospitalf cancellation of contract; cut off inactive
ization and wedical coverages underwrittep file at end of each year and transfer to
by the Mutual Benefit Health and Accident Records Center 1 year thereafter.)

Asscciation. Posting Cards are no longer
used. Premium posting is now done by the
National Cash Register Accounting Machine|.
Filed alphabetically by nawme.
(1954-1957)

ZA000100260001-4

SECRET
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. For Relea : 3 B b
= 415| INSURANCE PRoGRIPTVES oL ecase

d. Specified Digeages File. Consists of SEGRET Disposal not authorized by this schedule.
the Employee Enrollment Card containing Retaln in current files area indefinitely.
information on group classification,
nawe of beneficiary, effective date, ete}
Individusl certificates are not issued
under this plan. Filed alphabetically

by nawme.
(1955-1957)

€. Income Replacement File. Consists of a | 2 Disposal not authorized by this schedule.
5"x8" Enrollment Card containing Retain in current files area indefinitely.
. employee's name, contract nuwber, signa-

ture, etec., and a ledger sheet showing

‘ premiums collected and paywents to the
undervriter. Ledger sheets are no longer
used as postings are now done by the lr

W

National Cash Register Accounting machin
Filed alphabetically by name.
(1955-1957)

; f. Air Flight File. Consists of the 1.0 Tewporary. Destroy when 5 years old.
Aviation Ticket Accident policies (Cut off at end of each year; transfer
issued by the Mutual Benefit Health to Records Center 1 year thereafter.)

and Aecident Association for employee
coverage during airflight, Filed
mumerically by Eolicy number.

(1954-1957)
8. Travel-Matic File. Consists of Form 39M 1 Temporary. Destroy when 5 years old.
(4"x6") which represent applications For (Cut off at end of each year; transfer
insurance coverage under the Travel-Mati¢ to Records Center 1 year thereafter. )
. Plen. This plan insures the holder on

all public carrier systems such as air-

Plane, train, streetcar, ete. Informatidn

on application consists of amount of

Premium, poliecy number, coverage, name

and address of insured, beneficiary, and

effective date. of policy. Filed by

numerically.

(1956-1957)
NOTE: 1In addition to the above plans of insurance
< there are three additional new plans
available to Agency personnel (Flite Plan,
Emergency Travel Plan,and Ten-Up Hosepital-
& ization and Life Plan These will be
schedulel when there 1s a sufficient accumulation Amumnnnm-d

T
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416

kit

Approved For Release 2005/1 1721 : CIA-RDP78-00

INSURANCE POLICY AND CONTRACT NUMBER REGISTERS

Consigts of individual registers used to
assign policy and contract numbers to par-
ticipating numbers of the various insurance
programs. Registers contain name of
employee, number assigned, effective date,
amount of premium and are used in dealing
with underwriters. Arranged numerically
by policy or contract number.

(1953-1957)

PREMIUM COLLECTION FILES

Consists of invoices, machine listings,
and daily cash records prepared and used
as working tools in the collection and
recording of insurance premium payuents.

Invoice Files. Consists of copies of
invoices containing names, contract
numbers, and awount of premiums collect
from those individuals waking prewium
payments to Agency collectors. This
method of receiving premium payments
has been abolished and paywents are
now made direct to the Insurance Branch
Filed chronoloEically.
(1948-1957)

a.

SEGRE]

b. Daily Cash Record Files. Consists of
vouchers, bank deposit slips, accountin
wmachine tapes and extra copies of the
Application For Insurance. This file
serves as & record of all wonies collec
and disbursed by the Cashiers Office
and is used to balance the account on
a daily basis. Filed chronologically.
(1956-1957)
Machine Listings. Consists of machine
listings containing the names of these
employees waking insurance premium
payments by payroll deductions.
are used to post premiums to the posti

cards. Filed chronologically.

Tera et

1
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[

Permanent. Disposal not authorized by
this schedule. Retain in current files
area indefinitely.

Temporary. Destroy 2 years after audit.
Retire complete file to Records Center
immediately.

Temporary. Destroy 4 years after audit
and clearance. (Cut off at end of each
year; transfer to Records Center 1 year
thereafter.

Destroy when 1 year old.

Temporary.




ITEM NO. FILES IDENTIFICATION X VOLUME I DISPOSITION INSTRUCTIONS
Approved For Release 2005/11/21 : C|A-RDP7s-ooz%s7Aooo100260001-4
418 PREMIUM POSTING CARD FILES SEGP\H
S5
&5

&, WAEPA Cards. Consists of 5"x8" cards Tewporary. Destroy 4 years after audit and
used to.record prewium paywents of clearance., (Place in insctive file upon
WAEPA policy holders. The cards contain cancellation of policy; cut off inactive file
name, policy number, effective date, at end of each year; and destroy 4 years
beneficiary, and awount of premium paid. after audit.)

These premium payments are now pested

to the National Cash Register Posting

Card. Filed alphabetically by neme.
(1952-1956)

NCR Posting Cards. Consists of premium 6.2 Permanent. Disposal not authorized.
poeting cards used to record all insuranfte (Place in inactive file upon cancellation
premium payments received. These of account; retire to Records Center upon
cards replace all previous posting cards accumulation of 1 cubic foot.)
and contain information such as name,
address, type of plan, beneficiary, etc.
Posting to these cards is done by use of]
the National Cash Register Accounting
Machine. Vouchered accounts are arrangefd
by account number and unvouchered
accounts are arranged alphabetically
by nawe.

(Current)

UNCOLLECTED FUNDS FILE

Consiets of 3"x5" cards prepared on employeep .1 Tewporary. Destroy each card upon
whose checks were not acceptable by the final disposition of case.

bank. Cards contain meme of employee,

date of check, amount, reason for non-paymenﬁ
and disposition of case, Filed alphabeticall y

by name.
(1957)

Approved-Eor Release 2005/11/21 - PIA-Ean R7A000100260001-4
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k20 NAME CARD FILE

Consists of 3"x5" cards which contain the 2.4 Temporary. Destroy upon cancellation
name and account number for each person par or termination of account and retirement
ticipating in 1 or wore of the insurance or pelated posting card.
programs. Cards are used as a cross-
reference to the Premium Posting Cards.
Filed alphabetically by name.

) (Current)

PREMIUM PAYMENTS FILE

Consists of copies of listings, Group Temporary. Destroy 4 years after audit
Billing Controls, and covering memorandums and clearance. (Cut off file at end of
which accowpanied checks sent to the each year; destroy 4 years after audit.)
Underwriters as payment of premiums for
the various types of insurance. Listings
and billings contain policy or contraet
number, amount being paid for each new and
cancelled policies for the month, etc.
Filed chronologicallz.
: (1948-1957)

CLAIMS REIMBURSEMENT FILE

Consists of retained copies of letters Tewporary. Destroy 4 years after audit
forwvarded to the Mutual Benefit Health and clearance. (Cut off file at end of
And Accident Association as requests for each year; destroy 4 years after audit.)
re«imbursement on claims paid by the Branch
The letters contain the total amount
of the claim and an itemized list of
expenses involved. The voucher portion
of the check is attached to the
appropriate letter when payment is received
Filed chronologically.

(1954-1957)

SECRET
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423

Lok

425

ka6

Approved For Release 2005/1 1IZSEEm3P78-004187A000100260001-4

FILES IDENTIFICATION ]

HOSPITALIZATION CLAIMS REGISTER FILE

Congiste of both an unnumbered form, and
3"x5" cards which were used as references
to claims processed by the Branch and as
checks against double payment. This file
is being replaced by installation of a
pre-numbered check system which containsg
a remittance statement. Filed alphabe-
tically by nawme.

(1954-1957)

REJECTED CLAIMS FILE

Consists of cases on ewmployees whose claims
for hospitalization reiwbursement have been
refused. File contains correspondence
and related papers pertaining to reasons
for refusal of payment, nature of illness,
medical treatment received, ete. Filed
alphabeticall; name of employee.

Y Ho55%505h)

CHECK STUB FILE

Consists of check stubs being held as a

receipt of payment pending return of the

cancelled checks. Stubs contain a running

balance of the account. Filed numerically.
: (1948-1957)

BANK STATEMENT FILE

Consists of bank statements and sancelled
checks returned from the bank rgflecting
defosits and expenditure of funds. The
bank statements show deposits, checks drawn
on the account and the current balance.
Cancelled checks represent receipts for
paywent of claims, premium payments to the
Underwriters, etc. Filed chronologically.
(1954-1957)

1.0

2

1.5

2.0

Tewporary. Destroy 2 years after installa-
tion of the Check and Remittance Statement
system.

Temporary. Destroy when 5 years old.

Temporary. Destroy when 1 year old.

Tewporary. Destroy 4 years after audit
and clearance. (Cut off file at end of
each year; transfer to Records Center 1
year thereafter.)

Approved For Release 2005/11/21 : CIA-&!M87A000100260001-4
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=3 Approved For Release 2005/11/21 : CIA-R_DP78-00487A000100260001-4
k27 VOUCEER FILES SEGRET
) Consists of vouchere and other supporting 33.8 | Tewporary. Destroy 4 years after audit
papers prepared to reflect a complete and clearance. (Cut off file at end of
accounting of all funds collected and each year; transfer to Records Center
disbursed by the Branch. Types of veuchers 1 year thereafter.)

include those prepared for refunds to

employees, dally cash collections from

the cashier, premium paywents to the Under-

writers, claims paid, payroll deductions, etc.

Filed numwerically by voucher number.
(1953-1957)

428 GENERAL LEDGER FILES

Consists of general ledgers and balance
sheets waintained as accounting records
for the receipt and disbursement of funds
for the Insurance Program.

' a. General Ledgers. Consists of general 1.2 Permanent. Disposal not authorized.
ledgers containing debit and credit . (Begin new ledgers each year; transfer
entries and reflecting receipts and to Records Center 2 years after audit)
expenditures in summary.
- (1953-1957

b. Balance sheets. Prepared to balance o1 Temporary. Destroy each years accumulation
cash receipts and expenditures on a 3 months after balancing the general ledger.
wonthly basis and serves as a worksheet
for the annual balancing of the general

. ledger.

(1950-1957)

k2g INSURANCE PREMIUM DEDUCTION NOTICE FILE

Consists of retained copies of form letters .1 Temporary. Destroy upon verification
authorizing payroll deductions for insurance of revised listing.

premium payments. Original copies of these
letters are forwarded to the Office of the
& Comptroller to have the nawes included in
a machine listing. Filed chronologically.

(1957)

Annrn\:mammm;ég&gammnnnm 002600014
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430 DELINQUENT PREMIUM NOTICE FILE

Consists of retained copies of form letters 4 Temporary. Destroy when 3 months old.
sent to employees as notifications of '
delinquency in paying insurance premiums. Ferm IOQ‘*’) Ne r:'rnlec[ ‘/’I'I”e -
Filed chronolog%cl:g%% . Ppl:ffrau@n-t“ Notice.

431 MACHINE LISTINGS

Consists of 2 separate machine listings 5 Tewporary. Destroy upon receipt of
containing rosters of personnel on unvouchered current listing.
“ funds. One listing contains employee name

and banking facilities used. The other serves

as an index and contains ewployee name and

payroll nuwber. Listings are used for making

deposits to the employee's account,
: (Current

k32 CORRESPONDENCE AND MAIL LOG

Consists of a loose-leaf binder containing 2 Tewporary. Destroy when 1 year old.
a record of the receipt and dispatch of
wail received by the Branch. Separate
logs are waintained for incowing and
outgoing waterial. Arranged organizationally
and chronologically thereunder.
(1955-1957)

433 REFERENCE PUBLICATIONS FILE

Consists of published material such as 3.5. Tewporary. Destroy when no longer needed
regulations, notices, handbooks, circulars, for reference purposes.
etc., maintained for reference purposes.
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CONCURRENCE
OFFICE, DIVISION, BRANCH SIGNATURE
Personnel, Benefits and Casualty Division, Casualty Affairs Branchrir e DATE
: VOLUME
'JoE M (TITLE, DESCRIPTE(‘)II\;,E SAR;%%H;{JE,AE;V%NINCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS
L34 BRANCHE SUBJECT FILE
Consists of correspondence, chronological k.0 Temporary. Destroy when 2 years old. (Cut
file copies of outgoing correspondence, reponts, off at end of each year; destroy 2 years
(activity and progress) and other papers thereafter, except papers related to
accumulated in the general administration establishment of programs which will be
of the activities of the Branch. Filed retained indefinitely.)
alphabetically by subject.
(1952-1957)
435 RETTREMENT CASE FILES
COnsisis of case files maintained on Agency .2 Temporary. Destroy 6 years after date of
employees who have retired from the govern- last action on case.
ment service. Documents in these files are
used by the Branch in-processing each case
and include SF 2801, Application For
Retirewent, Form 46-48, Notice of Approval
of Disability Retirement Application,
Medical Action Request and Report, etec.
Record copies of pertinent document are filed
in the Official Personnel Folder. Filed
alphabetically by nsme.
(195%-1957)
4
436 DEATH BENEFITS AND CLAIMS FILES
Consists of case files containing papers 1.0 Disposal not authorized by this schedule.
which:document the processing of claiws (Place in file of completed cases upon
for the estate or beneficiary of deceased final settlement of Claim; retire - to
employees. Types of documents ineclude copieg Records Center upon accumulation of 1
of Certificate of Death, Form 645, Statement cubic foot.)
of Death, SF 2800, Applicatio? For Death .
Benefits, Form 901, Emergency/Casualty Report | L/ ///f" o -
and other related correspondence. Record copies {/ Lo e ﬂ/ Aepo T
of pertinent documents are filed in the Officgial

SECAET

P78-00487A000100260001-4
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ITEM NO. FILES IDENTIFICATION . | vorume | DISPOSITION INSTRUCT IONS
T Approved For Release 2005/11/21 : Cl Eﬁ’ -004187A000100260001-4

L37( COMPENSATION CLAIMS FILES

Consists of case files maintained on emwploydes
and dependents who have filed claims for
compensation or medical treatment and
includes a 3"x5" card index, Files
contain reports and correspondence which
document each claim and are used by the
Branch to process claims for employees.

a. Case Files. Contalning Forw 271, 7.0 Disposal not authorized by this schedule.
Employees Notice of Injury or (Place in file of completed cases upon
Occupational Disease, C.A.hk, Claim final settlement of claim; cut off completed
‘ For Comwpensation or Account of Injury, case file at end of each year and transfer
etc. Case files on these claims are to Records Center 1 year thereafter.)

also maintained by the Bureau of

Employees Compensation. Filed

alphabetically by name.
(1952-1957)

b. 3"x5" card index containing name of .3 Disposal not authorized by this schedule,
et employee, date claim was filed, type Retain in current files area indefinitely.
of claim, and date closed. Filed
alphabetically by name.
i (1952-1957)

438 CLAIMS STATUS OF PROCESSING FILE

Consisys of 5"x8" cards containing information .3 Disposal not authorized. Retain in
on compensation claims such as date claim current files area indefinitely.
‘ was filed and a chronological listing of
all reports and correspondence received

or prepared by the Branch. Cards are used
as a reference to the processing of each
claim, the color of the tab on each card
indicates the present status of the claim.
Filed alphabetically by name.

(1952-1957)

SEGREY
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FILES IDENTIFICATION
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DISPOSITION INSTRUCTIONS

k39

Lho

Ly

Consists of copies of Form 901,
LasuaEty Report, containing information on
employee emergency or casualty cases such as

INJURY AND COMPENSATION REPORTS FILE

BEC SECURITY CLEARANCE FILE

Approved For Release 2005/11/21 : CIA-RDP78-0Q04
EMERGENCY /CASUALTY REPORT FILES

C xsoez/-ly/ Emep

death, automobile accidents, or accidents
sustained in the performance of duties. ..
Information includes neme of employee,

date of emergency or casualty, circumstances

relevant to the case, etc. These reports
are used by the Branch to initiate
appropriate action on each case. Filed
alphabetically by name.

(1954-1957)

Consists of copies of Form 271, Employees
Notice of Injury or Occupational Disease,
C.A. 4 Claim For Compensation onrcAccount

of Injury, and other C. A. Reports. These
reports are prepared by or for the employee
as & record of injury or illness and contair
information on date of injury or illness, c§
nature, place of ewployment, etc. Filed
numerically by report number.

(1947-1957)

Consistes of listings containing names of
BEC employees who are security cleared to
receive and process Agency compensation
claims. File also contains weworanda per-
taining to the clearances, requests for
clearsnces, and reassignment of BEC
employees. Filed chronologically.
(1949-1957)

.2

2.0
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Tewporary. Place in appropriate case file
upon initiation of claim, destroy all
other 6 years after date of report.

Disposal not authorized. Place in
appropriate case file upon initiation of
claim; retire all others to Records Center
when 3 years old.

Tewporary. Destroy each listing and
related correspondence when all names on
listing are cancelled.
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VOLUME

DISPOSITION INSTRUCT IONS
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&
DOCUMENTATION CORRESPONDENCE LOG

Consists of 3"x5" cards used to record

the receipt and dispatch of documents and
corresyondence pertaining to ewployee
retirement, insurance status, unpaid salary
compensation, etc. Filed alphabetically

by nauwe.
(1954-1957)

PERSONNEL FOLDER LOG

Consists of a loose-leaf binder containing
a record of the receipt and dispatch of the
Official Personnel Folders received by the
Branch. Log contains name of ewployee, name
of requester, disposition and date. File is
arranged alphabetically.

(1957)

COURIER RECEIPT FILE

Consists of the original copy of Form 35-16
Courier Classified Mail Receipt, which was
signed by the recipient at the time the
material was received. Filed chronologically.

(1956-1957)
REFERENCE PUBLICATIONS FILE
Consists of published material such as
regulations, notices, handbooks, brochures,

copies of BEC decisions on compensation claims,
etc,, waintained for reference purposes.

LIBRARY MATERIAL

'

3.5

Consists of bound library books, dictionariep, 7.5

guides, manuals, etec., maintained for
reference purposes.

FORM NO.
1 JAN 56

'398 USE PREVIOUS

SEGRE]

Tewporary. Disposal not authorized.
Retain in current files area indefinitely.

Temwporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Tewporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Tewporary. Destroy when no longer needed
for reference purposes.

Temporary. Return to Library when no
longer needed for reference purposes.

Approved Far Release 2005/11/21 - CIA-RDP78:00437A000100260001-4
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OFFICE, DIVISION, BRANCH SI1GNAT]

T Personnel, Military Personnel Division, Office of the Chief

TITLE

I TEM FILES IDENTIFICATION VOLUME /

NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cUuBIC FT.) DISPOSITION INSTRUCTIONS
47 | SUBJECT FILE

Consists of copies of correspondence, reports| 2.5 Tewmporary. Destroy when 3 years old.

studies, machine listings, and similar (cut off at end of each year; destroy
material pertaining to the procurement, 3 years thereafter.)
assignment, administration, and disposition of
* Military Personnel. Filed alphabetically by
sub ject.
(1952-1957)

448 | ACTIVITY REPORTS FILE

Consists of activity reports received from .1 Temporary. Destroy when 1 year old.

the Branches. These reports contain informa-

tion on the status of projects, the Agency

Reserve program, personnel in process,

terminations, etc. Filed chronologically.
(1955-1957T)

Lh9 | SEMI-ANNUAL PROGRESS REPORTS FILE

for the Director of Personnel. These reports
contain summarized informwation of the
activities of the Division and.outline progress,
program plans, and objectives. Filed
chronologically.

(1954-1957)

. Consists of seml-annual reports prepared .1 Tewporary. Destroy when 2 years old.

87A000100260001-4
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4
450|  CONVENIENCE FILH (Reading

oerpnr
Consists of extra copies of outgoing ‘EEE?E - Tewporary. Destroy when 1 year old.
correspondence maintained for convenience (Cut off at end of eachyear; destroy
of reference. Filed chronologically. 1 year thereafter.)
(1955-1957)

REFERENCE PUBLICATIONS FILE
Consists of published waterial such as Tewporary. Destroy when no longer

regulations, handbooks, registers, etc. needed for reference purposes.
maintained for reference purposes.

=0042874000100260001-4
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. iR Bk 0142257
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OFFICE, DIVISION, BRANCH S1GNATURE

Personnel, Military Personnel Division, Adwinistrative Services
Branch

ITEM FILES IDENTIFICATION VOLUME DI1SPOSITION INSTRUCT IONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

k52 SUBJECT FILE

Consists of correspondence, survey reports, 2.7 Temporary. Destroy when 2 years old.
duty rosters, Special Service Reports and (Cut off at end of each year; destroy
similar material pertaining to the . 2 years thereafter.)
adwministrative support activities of the
Divisicn. Filed by subgect.

(1951-1957

FUNDS FILES (All Branches)

Consists of vouchers, cancelled checks, Temporary. Destroy 3 years after audit

bank deposit slips, bank statewents, and clearance., (Cut off at end of each

council books, minutes of council meetings, year; transfer to Records Center after

and similar types of material used to account] annual audit.)

for monies received for and expended from the

Unit Funds. Filed orﬁanizationally by units.,
(195%-1957)

CABLE FILE

Consists of extra copies of incoming and Temporary. Destroy when 6 months old.
outgoing cables waintained for convenience (Maintain a 6-wonth level; thereafter

of reference. Official file copies are destroy oldest month after filling
maintained by the appbtpriate area division current month.)

of DD/P. Filed organizationally and
chronologically thereunder.

(1957)

Approv

FORM NO. 139 vsE PREVIOUS
1 JAN 56 EDITIONS.
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o A AAAL AAAR SPOSITION INSTRUCT IONS
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. 455/ NAME INDEX
Consists of two sets of 1 5/8" x 4" cards, .2 Tewporary. Destroy both cards when
a true name card and a pseudonym card. cancelled.

Both cards contain a code number which
serves as a cross-reference to a loose-
leaf binder. The index is used for
reference purposes in the receipt and
dispatch of correspondence and cables.
Filed alphabetically by name.

Current)
‘ Ls6 PROJECT CASE FILES
‘ Consists of case files maintained on the .6 Permanent. Disposal not authorized
various projects conducted by the Agency by this schedule. (Cowbine material
utilizing military personnel. These from the Manning and Personnel Branches
files contain Planning Task Charts, with this file upon completion of each
. Letters of Instruction, Activation Orders project. Place entire project in in-
: and related correspondence regarding active file; cut off every other year
procedures for the selection and assignment and transfer to Records Center.

of personnel, utilization of backstops,
pay and allowances, logistical support,
ete. Filed alphabetically by project
name.

(1956-1957)
457 LIAISON CONTACT FILE ‘
' Consists of copies of Form 123, Request .2 Tewporary. Destroy when 1 year old.
For Approval of Liaison, prepared by the (Cut off at end of each year; destroy
Branch as requests to have non-CIA employees 1 year thereafter.)

security cleared for liaison contact.
These forms are forwarded to the Office
of Security for action and returned to
the Branch as notifications of approval
or disapproval. Filed chronologically.
(1956-1957)

Cdddlod o L nnngoEI\An'IAnnnd 002600014
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0

458 REPORT OF SEPARATION FILE SEGBET
: Consists of Form 971, Report of Separa- 2.5 Tewporary. Destroy when 1 year old.
tion, and the Interview Worksheet, prepar (Cut off at end of each year; destroy
from information obtained while conductinjd 1 year thereafter.)

pre-exit interviews. Form 971 is used to
prepare the monthly Summary of Military
Separations which is forwarded to the
Statistical Reporting Branch to have the
information included in the appropriate
statistical report. Filed chronologically.

(1952-1957)
. 459 TOP SECRET LOG
Record of the receipt and dispatch of 1 Disposal not authorized. Retain in
waterial classified Top Secret, maintained current files area indefinitely.

for security purposes. Consists of
the office copy of Form 38-14. Filed
chronologically.

(1951-1957)

| ueo COMMUNICATIONS LOG

Record of the receipt and dispatch of 1.9 Tewporary. Destroy when 1 year old.

cables, dispatches, and other material (Cut off at end of each year; destroy

received, except Top Secret. File also 1 year thereafter.)

contains copies of Tracer Letters sent
on classified documents for which

._ signed receipts have not been returned.

Filed chronologically.

(1954-1957)
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ITEM NO. . FILES IDENTIFICATION VOLUME DISPOS ITION INSTRUCTIONS
Approved For Release 2005/11/21 : CIA{RDP78-00487A000100260001-4

k61 DOCUMENT RECEIPT FILES - '
stoneT

Consists of Registered Mail Receipts,
DA Form 1204, and DD Form 646, Document
Receipts, which were signed by the
recipient at the time the waterial was
received.

a. Registered Mail Receipts. Filed 1 Temporary. Destroy when 1 year old.
chronologically.
(1957)

Document Receipts. Forms 1204 and Disposal not authorized by this
646. Filed chronologically. schedule. Retain in current files area
(1957 indefinitely.

MATELING ADDRESS FILE

Consists of 1 5/8" x 4" cards maintained Temporary. Destroy when superseded or
on all military personnel assigned to obsolete.
Agency units. Cards contain individuals
name, unit to which assigned, wailing
address, and are used primarily to
route and dispatch personal mail to the
individual. Filed alphabetically by
name.

(Current)

MPD MEMORANDUM FILE

Consists of administrative issuances Tewporary. Destroy when superseded or

(Military Personnel Division Memorandum) obsolete.

prepared and issued by the Division to

supplement the MDW Meworandums and the

Office of Personnel Memorandums. Filed

numerically by wemorandum number.
(Current)

Approved EorRelease-20064-Ha4—GHeR FAO0CTO028000TS
oo, 1392 (o5 1ok RECORDS CONTROL SCHEDULE - CONTINUATION SHEET




Arwy and Air Force regulations, special
orders, bulletins, training circulars,
MW Memorandums, etc., wmaintained for
reference purposes.

FORM NO. ‘393 USE PREVIOUS

ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA- RD§7ESG-(ﬁ) l_i,7A000100260001-4
L6k REFERENCE PUBLICATIONS FILE
Consists of published material such as 20.8 | Temporary. Destroy when no longer

needed for reference purposes.
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Pergsonnel, Military Personnel Division, Manning Branch.

SIGNATURE

TITLE DATE

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(cuBIC FT.)

DISPOSITION INSTRUCTIONS

465

466

BRANCH SUBJECT FILE

Congists of Congressional correspondence,
correspondence with the Secretary of
Defense, and other papers pertaining to
the operation and adwinistration of a
program of procuring qualified wilitary
personnel; management of the JOT Program,
compilation of wilitary personnel
statistics; and the coordination of
activities on matters pertaining to
wilitary personnel. Filed alphabetically

by sub ject.
(1951-1957)

NAVY SUBJECT FILE

Consists of correspondence, reports, Navy
publications, retained copies of travel
orders, and related material accumulated
in the administration of activities per-
taining to the procurement and assignwent+
of Navy and Marine Corps personnel.
Maintained separately from the Branch
Subject File. Filed numerically by
The Navy filing mwanual.

(1952-1957)

2.

2.0

FORM NO.
1 JAN 56

Disposal not authorized. Retain in
current files area indefinitely.

Tewporary. Destroy when 2 years old.
(Cut off at end of each year; destroy
2 years thereafter.)
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4

SEGRE]

Consists of retained copies of Listings .2 Temporary. Destroy when 3 wonths old.
containing the names of individuals who

have received full security clearances.
Listings are submitted to Machine Records
daily to have the names included in the
appropriate machine listings. Filed
chronologically.

(1956-1957)

ko7 SECURITY CLEARANCE REPORTS FILE

ACTIVITY REPORTS FILE

Consists of retained copies of bi-weekly - Tewporary. Destroy when 1 year old.

reports covering the activities of the (Cut off at end of each year; destroy

Branch. Reports are submitted to the 1 year thereafter.)

Division Chief and include statistics

on the number of profiles prepared,

separations from assigned duty, security

initiations, requests for extension

of tours of duty, etc. Filed chronologica
¥1955-1957)

MONTHLY STATISTICAL REPORTS FILES

Consists of reports prepared on a monthly
basis containing statistical information
on reimbursable and non-reimbursable
personnel, JOT training, unit strength
and personnel assignments.

a. Reimbursable and Non-Reiwbursable Temporary. Destroy when 2 years old.
Reports. Consisting of rosters and (Cut off at end of each year; destroy
worksheets used to prepare monthly 2 years thereafter.)
compilations which are forwarded to
the Office of the Comptroller.
Filed chronologically.

(1954-1957)

Approved-rhorRolease-2005/11/21 - CIA pnapgf[ AR7ZA000100260001-4
1 JAN 56 EbiTroNs. RECORDS CONTROL SCHEDULE - CONTINUATION SHEET
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ITEM NO., FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4

Lé9 MONTHLY STATISTICAL REPORTS FILE CONTINUED SEGRET
b. JOT Status Reports. Consists of .1 Tewmporary. Destroy when 1 year old.
reports prepared for the information (Cut off at end of each year; destroy
of the Director of Training reflect- 1 year thereafter.)

ing the present status of all JOT's
participating in external training
and who have not physically returned
to CIA for duty. Filed chronologically.
(1953-1957)

c. Monthly Strength Reports. Consists «2 | Tewmporary. Destroy when 2 years old.
. of an unnumbered form containing , (Cut off at end of each year; destroy
an account by office of military ) 2 years thereafter.)

personnel authorized, on duty, and
in process. These reports are com-
bined with a Summary of Military
Strength By Service report and
forwarded to the Statistical
Reporting Branch to have the informa-
tion incorporated in appropriate
registers. Filed chronologically.
(1952-1957)

d. Report of Assigned Personnel. Con- .1 Tewporary. Destroy when 1 year old.
sists of a report submitted to the
Division Chief monthly reflecting
current assignment, changes in
assignment, etc., of Division
personnel, Filed chronologically.

. (1953-1957)
k70 MANNING TABLE FILES
Consists of the officiasl record copies o Permanent. Disposal not authorized.
of Agency Manning Tables showing author- Retain in current files area indefinitely.

ized wilitary strength, wanpower utiliza-

tion, and future requirements. Tables

are prepared annually, one copy being

submitted to the appropriate parent

service. Filed chronologically.
(1951-1957)

i
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS

3 Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4
471 PROGRESS REPORTS FILE
Consists of narrative reports, prepared .1 Tewporary. Destroy when 2 years old.

sewi-~annually for the Division Chief.
These reports contain summarized informa-
tion taken from statistical and bi-
weekly reports and way also contain a
tabulation of processing cases initiated.
Fitness Reports prepared, etc. Filed
chronologically.

(1953-1957

k12 PERSONNEL DATA CARD FILES

Consists of two files containing cards
prepared on wilitary personnel who have
been assigned to the Agency, recoumended
for an Agency assignment, or contacted
for a possible Agency assignmwent. Cards
are used to record information such as
nawe, rank, qualifications, availability,
initiation of processing, date returned
to parent service, etc., and serve as a
check against initiation of processing
on previously disqualified personnel.

a. 3x5 cards waintained on all military 1.3 Tewporary. Disposal not authorized.
personnel recommended, contacted, or Retain in current files area indefinitely.
‘ assigned. Filed alphabetically by
name .
(1952-1957)
b. 5x8 cards maintained on Navy and .1 Temporary. Disposal not authorized.
Marine Corps personnel only, who are Retain in current files area
or have been, assigned to the Agency. indefinitely.
Filed alphabetically by name.
(1949-1957)

i
’ SECRET
Approved Far Release 2005/11/21 : CIAJRDPZ8.00487A000400260004-4 :
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DISPOSITION INSTRUCT IONS

473

4T

L75

Approved For Release 2005/11/21 : CIA{RDP78-0

CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing

correspondence maintained for comvenience

of reference. Filed chronologically.
(1956-1957)

TABLE OF CRGANIZATION FILE

Consists of copies of the Division T/0
used for reference to authorized posi-
tions, position numbers, incumbencies,
unit strength, etc. File also contains
retained copies of Form 261, T/0
Change Authorization, copies of requests
for changes, and concurrences. Record
copies of the T/O are maintained by the
Position Evaluation Division. Filed
chronologically.

(1954-1957)

PERSONNEL REQUISITION AND REQUIREMENTS FILES

Consists of personnel requisitions,

reports, tabulations, and related material

used to compile the Agency's military
personnel requirements. These require-
ments are submitted to the Department
of Defense on a fiscal year basis.

a. Requisition File. Contains memoran-
dums from the operating offices
representing immediate personnel
requirements. These memorandums
are submitted to the Branch on an as-
needed basis and usually specify
desired rank, qualifications, etc.
Filed numerically by requisition
number .

(Current)
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Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.

Temporary. Destroy each T/0 and
related correspondence upon receipt of
current T/O.

Tewporary. Forward to Personnel
Branch to be incorporated in the
appropriete Agency Military
Personnel Folder.
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
y " Approved For Release 2005/11/21 : CIAJRDP78-00487A000100260001-4
475 PERSONNEL REQUISITION AND REQUIREMENTS FILE SEGR
CONTINUED )
b. Eéquirements Flle. Containing fiscal 1.0 Place in file with related Manning
year requirements submitted by Table (Item 470 and dispose of
Operating Offices, correspondence accordingly.) :

to and from the Department of
Defense on authorizations, justifica-
tions, approvals and disapprovals of
the requirements, explanations for
recommended increases, etc. TFiled
chronologically.

‘ (1951-1957)

L76 PERSONNEL REQUISITION NUMBER REGISTER

Consists of a record of the control .3 Temporary. Destroy when 1 year old.
numbers assigned to personnel requisitiong.
Information includes requisition number,
requesting division, date of request,
desired rank, etc. A new register is
prepared each quarter. Arranged
chronologically.

(1956-1957)

L7 PHS TRANSMITTAL FILE

Consists of retained copies of form Rn Tewporary. Destroy when 6 wonths old.
letters used to transmit Personal History
Q Statements to the Office of Security for
review. Filed chronologically.
(1953-1957)

. SECREL
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R 1)
478 SECURITY INITIATION SUSFENSE FILE EEGRE[
Consists of 3"x5" cards which serve as 1 Tewporary. Destroy when follow-up
a tickler for follow-up purposes on actions are completed.

processing cases for which Form 371,
Request For Security Clearance » has been
prepared. Filed chronologically by
follow-up date.

(Current)
_‘ 479 STATUS OF PROCESSING FILE
Consists of 5"x8" cards maintained for .2 Tewporary. Destroy 1 year after completion
control and reference during various or cancellation of processing.

stages of processing. Cards contain
control number assigned, approximately
EOD, rank, results of polygraph, and
similar information. Information from
these cards way also be used in the pre-
preration of Form 37-129, Cancellation of
Applicant Processing, when appropriate.
Filed alphabetically by name.

’ (1954-1957
480 PROCESSING CANCELLATION FILE G 37
Consists of a loose-leaf binder/contain- N Temporary. Destroy when 1 year old.
ing retained copies of Form ;7-4?, Can- (cut off at end of each year; destroy
. cellation of Applicant Processing used 1 year thereafter.)

in compiling information for statistical
reports. File way also contain corres-
pondence frow the Office of Security con-
cerning cancellations. Filed
chronologically.

(1953-1957)

rorRet G051 44 24— G|J RPRZS 9E$Tm-rnnnn4nnocnnn1.4
FORM NO. ‘393 USE PREVIOUS APP'UV i
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Consists of case files on wilitary 2.8
personnel, JOT, and ROTC cases who are
being security cleared and processed

for possible assignment to the Agency.
Folders include the personal history
statement, profile, request for personnel
action, request for security clearance,
report of interview, and similar waterial.
Documents from these folders become a
part of the Official Agency Military
Personnel Folder upon entrance on duty of the
individual. Filed alphabetically by name.

(Current)

SECRET

Approv
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481 SECURITY CORRESPONDENCE FILE EGHE r
Consists of correspondence to and from .1 Tewporary. Destroy when 1 year old.
the Office of Security concerning (Cut off at end of each year; destroy
requests for clearances, foreign relatives 1 year thereafter.)
of employees, contemplated marriage
of employees, pending cases, etc., used
for reference purposes. Filed
chronologically.

(1956-1957)
482 PROCESSING FOLDER FILES

Temporary. Dispose of in the following
manmer:

1. Upon completion of processing and
entrance on duty of individual forward
to appropriate Agency Military Personnel
Folder File.

2. Upon cancellation of processing

a. Place in inactive file.

b. Screen annually and destroy
those indicating a period of 2
years since date of last interest
except those with a suspense notation
for retention due to security or
medical interest factors which
will be retired to Records Center and
destroyed when 15 years old.

20044
T
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483 AGENCY MILITARY PERSONNEL FOLDER FILE (Navy,

Marine Corps) :;EBRET
TS5

Consists of the official Agency military Temporary. Dispose of in the following

personnel folders containing pepers manner :
which document the affiliation of Navy 1. Upon termination of assignwent for
and Marine Corps personnel with the individuals not converted to staff
Agency. Files include correspondence employee status - -
and related records pertaining to the a. File folders alphabetically by
assignments of the individual, 1 name in an inactive file.
secrecy .agreements and wmemorandums of b. Cut off inasctive file at end of
understanding, security clearances, ) each year and transfer to Records
personnel actions, etc. Filed alphsbe- Center, 2 years thereafter.

" tically by nawe. c. Destroy at the Records Center, 75

(Current) years after birth of ewployee or

60 years after date or earliest docu-
ment in the folder, if date of birth
cannot be ascertained, provided
employee has been separated for

at least 5 years.

N

2. Upon termination of Agency assign-
ment and conversion to staff employee
status sterilize documents in folders
and forward to Records and Services
Division to be included in the Official
Personnel Folder File.

48k MILITARY PERSONNEL STNN@;C?%D FILE
. Consists of Form QﬁZh‘, Military Status 1.2 Tewporary. Destroy when 2 years old.
! Card, prepared on all military personnel (Place in inactive file upon termina-
assigned to the Agency. Cards are main- tion of assignment; cut off inactive
tained in three categories: On requisi- file at end of each year and destroy
tion; in processing; and on duty. This 2 years thereafter.)

file is used for follow-up purposes in
notifying area division of expiring
assignments and provides statistical data
for the reiwbursable and non-reimbursable
report, the wmonthly strength report, and
. activity reports. File arranged organizationally
y and alphabetically by name thereunder.

(1952-1957)
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. 485 ASSIGNMEN;* EXPIRATION AND EXTENSION FIIE %EGRET
Consists of a loose-leaf binder contain- A Temporary. Destroy 1 year after termina-

ing information on expir assignuwents) tion of assignment.
and assignwents for which extensions
have been requested. File contains
copies of the Notification of Tour of
Duty Expiration that were submitted to th
operating offices, and correspondence to
and from the parent services regarding
requests for extensions and the approvals
or disapprovals of the requests. Filed
‘ alphabetically by name.

(1952-1957)

486 CLASSIFIED DOCUMENT RECEIPT FILE

Consists of DD Form 646, Classified .1 Disposal not authorized by this

- Document Receipt, which was signed by the schedule. Retain in current files

. recipient at the time the material was area indefinitely.

received. Filed chronologically.
(1957)

487 REFERENCE PUBLICATIONS FILE

Consists of published waterial such as 12.4 Temporary. Destroy when no longer
regulations, notices, Navy Bulletins, needed for reference purposes.
correspondence wanuals, Aruwy Registers,
. v ans similar reference material.

EGREl
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SCHEDULE NO.

7A000100260004-4 40-57

CONCURRENCE

OFF ICE,

DIVISION,

BRANCH

Personnel, Military Personnel Division, Personnel Branch

S1GNATURE

ITEM
NO.

FILES IDENTIFICATION

(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

DISPOSITION INSTRUCTIONS

488

BRANCH SUBJECT FILES

Consists of individual files maintained
by the Army and Air Force Sections of the

Branch.

Files contain correspondence,

reports, and related material accumulated
in the general administration of the
aétivities of the Sections.

8.

Army Section. Consists of correspon-
dence on the 6 months military train-
ing program, lists of persomnel back-
stopped by the various units,
processing of new ewployees, and
similar material. Filed alphabetically
by subject.

(1952-1957)

Air Force Section. Consists of
copies of Alrmen's Linguist Reports,
correspondence on flying status,
promotion and demotion, assignment,
etc. Filed numerically by the
Air Force filinﬁ system.

(1954-1957)

Approved

FORM NO.
1 JAN 56

|39 USE PREVIOUS

EDITIONS.

Temporary. Destroy when 2 years old.
(Cut off at end of each year; destroy
2 years thereafter.)

Temporary. Destroy when 2 years old.
(Cut off at end of each year; destroy
2 years thereafter.)
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489 MORNING REPORT FILE GRET

Consists of DA Form 1, and AF Form 183,
which serve as daily accountings for
all military personnel of each unit.
These reports provide continuous certi-
fied strength and status statistics
which are forwarded to the parent
organizations as required by regulation.

a. Morning Reports prepared by reporting Tewporary. Destroy when 1 year old.
field units, used in preparing the ' (Cut off at end of each year; destroy
combined report for all units. Filed 1 year thereafter.)
chronologically.

(1956-1957)

Retained copies of reports submitted Temporary. Destroy when 3 years old.

to the parent organizations. Filed (cut off at end of each year;

chronologically. transfer to the Records Center 1 year
(1956-1957) thereafter.)

MORNING REPORT DATA RECORDS
072

Consists of Form 3%=9T, AF Form 1123, Temporary. Destroy 6 months after
and AF Form 1124, used in the preparation separation of the individual.
of and as a supplement to the worning
report. Forms contain information such
as service number, current rank, present
assignment, location, allotment number,
and similar information needed in the
daily accounting of personnel. Arranged
by rank and alphabetically by name there-

under.
(1951-1957)

WWAMMMMMMGMM 4
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o BREL

o

491 ACTIVITY REPORTS FILE

Consists of bi-weekly reports covering
the activities of the individual
Sections and summary reports covering
the sctivities of the Branch. Reports
include statistics on personnel returned
from overseas, personnel reporting for
duty, time expended on projects, etc. Filed

chronologically. ‘
a., Section Reports b .1 ’ Temporary. Destroy when 3 months old.
" - (1955-1957) :

b. Branch Reports A Temporary. Destroy when 1 year old.

(1955-195T) (Cut off at end of each year; destroy
1 year thereafter.)
= hoo MONTHLY REPORTS FILES (AIR FORCE)
Consists of reports prepared at prescribed A Temporary. Destroy each report when
intervals (usually monthly) containing 2 years old.

statistics on various personnel activities
such as Report of Airmen Currently in
Flying Status, Report of Military
Personnel Stationed In The Washington,
D. C. Area, Ground Accident Summary,
General/Colonel Status Report, ete.
Original copies of these reports are
. forwarded to the Commender, Headquarters
Command, USAF. Filed chronologically.
(1956-1957)

Annrov . SFGRET V 0004wd
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493 ADMINISTRATIVE ORDERS FILE RECRET

Consists of administrative orders such
as General Orders, Special Orders, TAG
Orders, and a 3"x5" index. These orders
are originated by both this Branch and
the Adjutant General's Office and

serve as the documentation for official
travel of both civilian and military
personnel, assignments to active duty,
shipment of household effects, promotion,
special assignments, etec. Copies of

" these orders are submitted to the approprilate
services.
a. Administrative Orders. Arranged 5.7 Permanent. Disposal not authorized.
- organizationally and numerically (Cut off at end of each year; transfer
thereunder. to Records Center 1 year thereafter.)
(1954 -1957) \
’ b. 3"x5" card index. Used as a reference] .6 Teuporary. Destroy upon completion of
to the order effecting travel of each travel.
individual. Filed alphabetically by
name,
(1954-1957)
holy | SPECIAL ORDERS LOG
Consists of a loose-leaf binder used to .1 Place with related Special Orders
. assign control numbers to Special Orders and retire to Records Center.

prepared by the Branch. Log contains
the order nuwber, date, personnel covered
by the order, and purpose of the order,
Arranged chronologically.

1956-1957)

LN
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Ty k95 PROCEDURES FILE SEGRE‘

Consists of the operating procedures .5 Perwanent. Disposal not authorized.
established for the various Agency Retire procedures for each unit to
wmilitary units. Procedures include Records Center 1 year after procedures
information on the wission and functions are superseded or become obsolete.

of the units, type of travel orders

necessary for personnel in the units,

cover, necessary docuwentation, etc.

Arranged numerically by unit number.
(Currentg

Lo6 MELIT%RY PERSONNEL FOLDER FILES (Army, Air
Force

Consists of the official personnel folderd
for military personnel assigned to the

s Agency. Files contain both the folders
repared and maintained by the Agency
ngency Military Personnel Folders) and
those forwarded from the parent services.
(Field Personnel Records or 201 Files.)

a. Field Personnel Records or 201 Files 22.1| Tewporary. Screen for sensitive
comprising current case histories of material and return to parent service
the individuals and papers which upon termination of assignment of
document their military service. individual.

Filed alphabetically by name.

_. (Current)

b. Officers Command Personnel Records, 10.0| Temporary. Screen for sensitive
Air Force Officers only. Contains waterial and return to parent service
documents and papers normally wain- upon termination of assignwent of
tained at the level determined by individual.

the Commender of a wejor air cowmand.
Filed alphabetically by name.
(Current)

"y
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SECRET

C. Lof MILITARY PERSONNEL FOLDER FILES (Army, Air
Force) CONTINUED
¢. Agency Military Personnel Folders L4t  Tewporary. Dispose of in the following
couwprising papers which document the manner: .
affiliation of Arwy and Air Force 1. Upon termination of assignment for
Personnel with the Agency. Files individuals not converted to staff
include correspondence and related . employee status - -
records pertaining to the adsigmments a. File folders alphabetically by
of the individual, secrecy agreements name in an inactive file.
and memorandums of understanding, ’ b. Cut off inactive file at the end
’ security clearances, personnel actions. of 6 months and transfer to
etc. Filed alphabetically by name. Records Center 6 months thereafter.
(Current ¢. Destroy, at the Records Center,

75 years after birth of employee

or 60 years after date of earliest
document in the folder if date of
birth cannot be ascertained,

z provided employee has been separated
' for at least 5 years.

2. Upon termination of Agency assignment
and conversion to staff employee status
sterilize documents in folder and forward
to Records and Services Division to be
included in the Official Personnel Folder

File.
o7 MILITARY TRAINING PROGRAM FILES
. Consists of case files maintained on Agenky 1.0 Temporary. Destroy when 1 year old.
employees who are participating in the (Place in inactive file upon completion
Military Training Program. Files contain of training; cut off inactive file at end
information such as the sponsoring Agency of each year and destroy 1 year thereafter.)

component, individuals military status,
duty station, obligations to the Agency
and correspondence to and from the indivilk
duel while in the training program. Copies
of appropriate documents are filed in the
- Official Personnel Folder. Filed
alphebetically by name.
(1955-1957)

. =
: SEGRET
Approved-EorRelease-2005014/24 . CIAIRDP7R.-004274000100260001-4
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ITEM NO.

FILES IDENTIFICATION

VOLUME |

DISPOSITION INSTRUCT IONS

498

499

Approved For Release 2005/11/21 : CIA-
PROCESSING DATA CARD FILE

Consists of 5"x8" cards prepared on
personnel being processed for
possible assignmwent to the Agency.
Completed processing steps are noted
on these cards which are used as a
reference to the processing status of
each case. Filed alphabetically by name.
(1956-1957) ]

IMPREST FUND FILE

Consists of retained copies of Form 33-16,
Accounting By Individual For Advance, loan
registers, listings, and related waterial
reflecting ac Qyntability for monies
loaned from 12é9repaid to the fund on a
monthly basis. This file contains

information on funds available to personnJl

for emergency use. Filed chronologically.
(1952-1957)

MILITARY PAY AND ALLOWANCES FILE

Consists of DD Form 11k, Military Pay
Order, Form DD 115, Military Payroll Money|
List, and DD Form 117, Military Payroll

Money List And Certification Sheet, used
to account for and effect changes in the
pay status of Army and Air Force Personnel

a. DD Form 114, retained copies. Origins
were forwarded to Army Finance as
notifications of changes in pay status
Filed chronologically.

%1955-1957)

q@%ﬁﬁ%

A

SECRE]

RDP78-00

7A000100260001-4

Tewporary. Destroy upon completion
of processing.

Temporary. Destroy 2 years after audit.

Temporary. Destroy 1 year after close of
pay period to which they pertain.

87A000100260001-4

FORM NO. ‘393 USE PREVIOUS

1 JAN 58

Apnraved For Release 2008/14/21 - CIA-

EDITIONS.

__RECORDS CONTROL SCHEDULE . CONTINUATION SHEET

(41)




ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS

N Approved For Release 2005/11/21 : CIA-RDP78-00487A000100260001-4
500| MILITARY PAY AND ALLOWANCES FILE CONTINUED SEgggr
b. DD Form 115 and DD Form 117 received . Tewporary. Destroy 6 months after
wmonthly for Air Force Personnel. close of pay period to which they per-
Changes in pay status are recorded tain.

on 1 copy of Form 115 and returned to
the Air Adjutant General's Office.
Filed chronologically.

1955-1957)

‘ 501{ PERSONNEL ROSTERS

Consists of machine listings recelved 2 Temporary. Destroy when 3 wonths old.
wonthly from the Tth Machine Records Unit ’
Pentagon, conteining rosters of Army

and Air Force personnel assigned to the
Agency. These rosters are used to
authenticate strength figures. Authorized

v changes are recorded on one copy and returned
‘ to the Machine Records Unit. Filed
chronologically.

(1957)

502| PAY RECORD INFORMATION CARD FILE

Consists of 3"x5" cards containing payroll 1 Temporary. Destroy when no longer
information on enlisted Army personnel. needed for reference.

) . Cards are used in answering inquires
directed to the Branch such as date the

individual reported for duty, effectives

date of longevity, allotments, etc.

Filed alphabetically by name.
(1955-1957)

oy
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503 ARRIVAL AND DEPARTURE REGISTERS SEGRET
.2

Consists of AGASF Form 647, Officer's
Register, and AF Form 1323, Sign In/Out
Morning Report Register, maintained as
a record of the arrival, departure,
destination, and similer data pertaining
to military personnel. Filed chronolo-

gically.
(1953-1957)

Tewporary. Destroy when 1 year old.

DISPATCH FILE

Consists of copies of incoming and
outgoing dispatches and Form Lkd
Abstract File Slip. The dispatches
served as transmittals for special orders 3
profiles, MPD Memorandums, etc., and
Forms U4d serves as a log for the
dispatches.

a. Dispatches. Incoming and outgoing Temporary. Destroy when 6 months old.
are maintained separately. Filed
chronologically.

(1953-1957)

b. Form 4hd. Filed chronologically. Tewporary. Destroy when 1 year old.
(1955-1957) (Cut off at end of each year; destroy
1 year thereafter.)

SEGRET
Approved EarRalease 2008/11/21 - CIN-RDP78-00487A000100260001-4
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-

505 ATRMEN 'S PROFICIENCY TEST FILE SEﬁﬁET
Consists of test booklets, answer sheets, 1.3 Tewporary. Destroy when superseded
instructions, and similar material used or obsolete.
in adwinistering Airmen's Proficiency Tests.

(Current)
506 REFERENCE PUBLICATIONS FILE
’. Consigts of published material such as 9.6 Temporary. Destroy when no longer

CIA Regulations, Army and Air Force needed for reference purposes.

Regulations, MPD Memorandums, post
reports, etc:,,maintalned for reference
purposes.

-

ZA000100260001-4
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TITLE DATE

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(cuBIC FT.)

DISPOSITION INSTRUCTIONS

507

508

509

510

BRANCH SUBJECT FILE

Consists of correspondence, reports, mpay
scales, training schedules, and similar
material used in administering the Agency'
reserve program. This program involves
the implementation of reserve training
courses and the coordination of reserve
activities with the Department of Defense
and the Agency Mobilization Staff. No

arrangewent.
(1951-1957T)

ACTIVITY REPORTS FILE

Consists of copies of bi-weekly reports
submitted to the Chief, Military Personnel
Division., These reports summarize the
activities of the Branch and contain
statistics on briefings conducted, personn
participating in training courses etec.
Filed chronologically.

(1955-1957)

MONTHLY STRENGTH REPORT

Consists of the Monthly Report of Assigned
Personnel submitted to the Chief, Military
Personnel Division, reflecting authorized
and assigned reserve strength for the mont
Filed chronologically.
%1955 1957)

CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing

3.7

.1

.1

c%rrespondence maintained for convenience
refenpnge 3 5 4

FORM NO.
1 JAN 56

USE PREVIOUS
139 EDITIONS.

Temporary. Destroy when 3 years old.
(Cut off at« end of each year; transfer ‘
to the Records Center 1 year thereafter
except current policies and procedures
which will be placed in current file.

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.

Temwporary. Destroy when 1 year old.

Temporary. Destroy when 1 year old. (Cut
off at end of each year; destroy 1 year there=

60001-4
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ITEM NO. FILES IDENTIFICATION | voruwme | DISPOSITION INSTRUCTIONS .
Fe Approved For Release 2005/11/21 : CIAJRDP78-00187A000100260001-4
511 | RESERVE PERSONNEL FOLDER FILE Q%P%
NG

Consists of case files containing papers per4 10.5 Temporary. Dispose of in the following
taining to the reserve status of employees ard manner:
their participation in the Agency!s reserve l. For personnel assigned to field stations
program. Folders are used in the adwinistration File folder alphabetically in a file pending
of the activities of the reservists. Docu- return of the individual:
wents and other actions affecting reserve stdtus 2. For personnel discharged from the reserve
are retained by the parent services. Filed program - -

alphabetically by name.
(Current) a. File folder alphabetically by name
in an inactive file.
b. Cut off inactive file at end

* of each year and destroy 1
year thereafter.

512 MANNING TABLE FILE

Consists of the Official Agency copies of .1 Upon receipt of revised Manning
Manning Tables (Table of Distribution) reflecfi- Table forward obsolete Table to

v’ ing authorized reserve strength, utilization, Manning Branch and incorporate with
position changes, authority for position item 470,

changes, and similar information. Tables
are prepared by the Branch, authenticated by
the service and returned to the Branch.
Filed chronologically.

(1957)
513 RESERVE ATTENDANCE ROSTERS
Consists of retained copies of AF Form ho, .6 Temporary. Destroy when 1 year
AF Form 40a, and DA Form 1379, prepared by 0ld. (Cut off at end of each year;
the Branch as attendance records covering destroy 1 year thereafter.)

authorized training assemblies. These forums
contain the namwes of those reservists
attending meetings and are forwarded to the
parent services weekly or monthly as appropriate.
Filed chronologically.
(1954-1957)

87A000100260001-4
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SELRE
. 51k RETIREMENT AND RETENTION POINT RECORD
Consists of DA Form 1381, and Form 3097 .1 - Temporary. Upon discharge of individual
used to record reserve stations, points from reserve program place card in related
earned for attendance of meetings, active personnel folder (Item 511) and dispose
duty tours and extension course enrollewehnt. of accordingly.

This information is furnished to the parent
services weekly. Filed alphabetically by naqe.
(1956-1957)

515 MACHINE LISTINGS

Consists of machine listings containing .1 Temporary. Destroy upon receipt of
rosters of reserve personnel and statistical new listings.

inforwation on reserve categories, civilian
occupations, etc., maintained for reference

purposes.
(1956-1957)

516 REFERENCE PUBLICATIONS FILE

. Consists of published material such as 11.7 Temporary. Destroy when no longer
\ regulations, notices, Reserve Newsletters, needed for reference purposes.

\ Operations end Training Handbooks, and

similar reference waterial.

“u
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